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Amyr REGULATION HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 340-18-15 WASHINGTON, DC, 14 August 1969 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FACILITIES FUNCTIONAL FILES 
Effective 1 January 1970 

Local supplementation of this regulation is prohibited except upon approval of the Adjutant 
General 

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

b. Offices responsible for facilities functions will use this regulation to 
identify, maintain, and dispose of records documenting these functions. The 
identification, maintenance, and disposition of records of this nature main­
tained by other offices will be governed by AR 340-18-1 and/or the Army 
regulation in the 340-18 series pertaining to the function of that office. 
2. Related regulations. AR 340-18-1 contains basic procedures to be used with 
the Army Functional Files System and the file numbers, descriptions, and 
retention periods for Office Housekeeping Files. File numbers, descriptions, 
and retention periods for files relating to major categories of records document­
ing mission functions are contained in Army Regulations 340-18-2 through 
340-18-15 which axe distributed only to the organizations performing the func­
tions concerned. 
3. Scope. Under the Army Functional Files System, files relating to the major 
functional category of Facilities have been assigned the basic file number 1500. 
This regulation contains file numbers, descriptions, and retention periods for 
files relating to acquisition, utilization, management, and disposal of real 
property; design and construction of military projects; installation maintenance; 
operation of utility plants; performance of engineering services in connection 
with installations; accounting for real and installed property; housing; demetery 
administration; engineering studies; and design, construction, operation, and 
maintenance of civil works projects activities. Common Mission Files are 
described in this regulation under file numbers 1501-01 through 1501-08. 
Other mission files are grouped into 24 subfunctional categories, as follows: 

*This regulation, together with AR 340-18-1, AR 340-18-2, AR 340-18-3, AR 340-18-4, AR 340-18-5, AR 340-18-6, 
AR 340-18-7, AR 340-18-8, AR 340-18-9, AR 340-18-10, AR 340-18-11, AR 340-18-12, AR 340-18-13, and AR 340-18-14 
all dated 14 August 1969 supersedes AR 340-210, 31 October 1962, including all changes. 
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C 5, AR 340-18-15	 12 September 1974 

SubfurcionWa	 K I) cateor 
fike No. Subfuncdlonal category file title Page No.


1502 Installation selection, evaluation, and master planning files........ 6

1503 Real property acquisition files................................... 8

1504 Real property management and utilization files.................... 10

1505 IReal property disposal files----------------­ ..................................... 13

1506 Homeowners assistance files.................................... 14

1507 Army and Air Force Exchange Service facilities files.............. 15

1508 Real property general maintenance files.......................... 16

1509 Facilities engineering files..-.................................. 20

1510 Fire prevention files­ ............................ - ............. 22

1511 Army housing files.......................................... 23

* 1512 Environmental pollution files................................... 25

1513 Basic engineering files .. ..... ....... ..... ............... ..... 26

1514 Engineering investigations and studies files....................... 27

11515 Military planning, design, and construction files .................. 29

1516 Civil defense planning and programing support files................ 32

1517 Civil works planning files.................................... 33

1518 Civil works project construction files............................ 35


Contrctonc.nract files ....................... ............
1519 Construction con'tract files- 37

1520 Civil workq project operation and maintenance files_--------- 41

1521 Civil works plant files-- - - - - - - - - - - - - - - - - - - 43

1522 Navigable waterways files-____-- -- ------ 45


Waterborne commerce statistics files ............ ......... 47

5231524	 IMiscellaneous civil works activities files........................ 49


Cemetery files_-- - - - - - - - - - - - - - - - - - - 51
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AR 340-18-15 
C 10 

CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 10 WASHINGTON, DC, 1 February1980 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FACILITIES

FUNCTIONAL FILES


Effective 1 March 1980 

This change revises records descriptionsor disposition instructionsfor file 
numbers 1504-22, 1513-01, 1513-03, 1514-11, 1518-01, and 1519-03; estab­
lishes file numbers 1511-12, 1511-13, 1511-14, and 1511-15; and provides 
general updating. 

Interim changes to this regulation are not official unless they are au­
thenticatedby The Adjutant General. Users will destroy interim changes 
on their expirationdate unless sooner supersededor rescinded. 

AR 340-18-15, 14 August 1969, is changed as follows: 

1. Changed material is indicated by a star. 

2. Remove old pages and insert new pages as indicated below: 
Remove pages Insert pages 

11 and 12 ...................................... ..................... 11 and 12

23 through 30 ..................................................... 23 through 29

35 through 38 ..................................................... 35 through 38


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

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

Users are invited to send comments and suggested improvements on DA 
Form 2028 (Recommended Changes to Publications and Blank Forms) to 
HQDA(DAAG-AMR-P) WASH DC 20314. 

This change supersedes Interim Change 101, AR 340-18-15, 5 November 1979. 
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CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 9 WASHINGTON, DC, 1 December 1979 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FACILITIES 
FUNCTIONAL FILES 

Effective 1 January1980 

This change revises the descriptions and disposition instructions for file 
numbers 1503-03, 1503-05, 1504-10, 1506-01, 1506-02, 1506-03, 1506-04, 
1506-05, 1515-12, and 1515-13; revises disposition instructions for file 
numbers 1503-08, 1504-08, 1504-09, 1504-14, 1508-07, 1510-01, 1511-05, 
1511-08, 1515-21, 1516-03, 1519-05, 1521-01, and 1521-03; rescinds file 
numbers 1503-06, 1503-07, 1504-01, 1505-01, and 1518-04; establishes file 
number 1515-23; and provides general updating. 

Interim changes to this regulation are not official unless they are au­
thenticated by The Adjutant General. Users will destroy interim changes 
on theirexpiration date unless sooner supersededor rescinded. 

AR 340-18-15, 14 August 1969, is changed as follows: 

1. Changed material is indicated by a star. 

2. Remove old pages and insert new pages as indicated below: 

Remove pages Insert pages 

7 through 16 ....................... . ....................... 7 through 16 
21 through 24 ................................. ..................... 21 through 24 
29 through 32 ........................ ....................... 29 through 32 
35 through 40 ...................... . ....................... 35 through 40 
43 and 44 ......................... . ....................... 43 and 44 
53 ................................ ....................... 53 

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

No. 8 

HEADQUARTERS 
DEPARTMENT OF THE ARMY 

AsOHINGTON, DC, 15 September 1978 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FACILITIES 
FUNCTIONAL FILES 
Effective 1 January 1979 

This change rescinds file number 1511-01, revises description of 1511-07, 
adds file numbers 1511-10 and 1511-11 for housing referral service files, 
and establishes files numbers 1502-12, NonindustrialFacilitiesMobiliza­
tion Files, and 1524-12, Foreign Trade Zone Files. 

AR 340-18-15, 14 August 1969, is changed as follows: 
1. Changed material is indicated by a star. 
2. Remove old pages and insert new pages as indicated below: 

Remove pages Insert pages 
7 and 8 --------------------------------------------------------- 7 and 8 
23 ----------------------------------------------------------------------- 23 and 24 
49 and 50 ------------------------------------------ ------------ 49 and 50 

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

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

By Order of the Secretary of the Army: 

BERNARD W. ROGERS 
General, United States Army 

Official: Chief of Staff 
J. C. PENNINGTON 

Brigadier General, United States Army 
The Adjutant General 

DISTRIBUTION: 
To be distributed in accordance with DA Form 12-9A requirements for 

AR, Maintenance and Disposition of Facilities Functional Files. 
Active Army: C 
ARNG: C 
USAR: D 

TAGO 302A-July 260-474*-78 
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CHANGE HEADQUARTERS 
DEPARTMENT OF THIE ARMY 

No.6 1	 WASHINGTON, DC, 12 September 1975 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FACILITIES 
FUNCTIONAL FILES 

Effective 1 January 1976 

This change revises the description and disposition instructions for 
file number 1501-08, rescinds file number 1506-01, and revises the 
general description of subfunctional category 1525. 

AR 340-18-15, 14 August 1969, is changed as follows: 

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

5 and 6-------------------------------------------------------.... .. 5 and 6 
13 and 14----------------------- -----------------------...... ...... 13 and 14 
51 and 52 . 51 and52 

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

The proponent agency of this regulation is the Adjutant General Center. 
Users are invited to send comments and suggested improvements on DA 

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

By Order of the Secretary of the Army: 

FRED C. WEYAND 
General, United States Army 

Official: Chief of Staff 
PAUL T. SMITH 
Major General, United Slates Annrmy 
The Adjutant General 

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

Form 12-9A requirements for AR, Maintenance and Disposition of Facilities 
Functional Files-C (Qty rqr block no. 298). 

TAGO 73A- September 210-1670-75 



AR 340--18-15 
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CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 5 WASHINGTON, DC, 12 September 1974 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FACILITIES 
FUNCTIONAL FILES 
Effective 1 January1975 

This change revises the descriptionand disposition instructions for file number 1506-03 and 
provides complete revision of subfunctionalcategory 1512. 

AR 340-18-15, 14 August 1969, is changed as follows: 

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

Remore pages Insert paces 
1and 2- .. ... ... .................................... 1 and 2 
13 and 14-- - - - - - - - - - - - - - - - - - - - - - - 13 and 14 
25 and 26-..................................... ........ 25 and 26 
Authentication-- - - - - - - - - - - - - - - - - Authentication 

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

The proponent agency of this regulation is the office of the Adjutant 
General Center. Users are invited to send comments and suggested im­
provements on DA Form 2028 (Recommended Changes to Publications 

( and Blank Forms) direct to HQDA (DAAG-AMR-P), Washington, DC 20310. 

By Order of the Secretary of the Army: 

FRED C. WEYAND 
General, United States Army 

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

The Adjutant General


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

ments for AR, Maintenance and Disposition of Facilities Functional Files-C (Qty Rqr Block No. 298) 

TAGO 146A-September 580-467o 7.4 
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CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 4 WAsmINGON, DC, 27 July 1973 

OFFICE MANAGEMENT­

MAINTENANCE AND DISPOSITION OF FACILITIES

FUNCTIONAL FILES

Effective 1 January 1974 

This change revises file number 1508-09; and corrects phrasing of dis­
positioninstructionfor lile number 1511-04. 

AR 340-18-15, 14 August 1969, is changed as follows: 

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

Remove pages Inecrt pages 

17 and IS ---------------------------------------------------- 17 and 1iS 
23 and 24..----- --------------------------------------- 23 
Authentication-------------------------------------------------Authentication 

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

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

By Order of the Secretary of the Army: 

CREIGHTON W. ABRAMS 
General, United States Army 

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

The Adjutant General


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

Form 12-9A requirements for AR, Maintenance and Disposition of Facilities 
Functional Files: C (Qty Rqr Block No. 298). 

TA0GO 45A-July 540-465*--'73 
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C3 

CH.VNGE 1IEADQUART11"IE%RlS 
DEPARTMENT OF TllE A]I'MY 

No.3 WASINGTON, 1,)C. 2 Jly 122 

OFFICE MANAGEMENT 

MAINTENANCE	 AND DISPOSITION OF FACILITIES 
FUNCTIONAL FILES 
Effective 1 January 1973 

This change provides for disposition and maintenance of records relating 
to-acquisition of real property for the United States Postal Service and 
records relating to violalion of the Refuse Act of 1969. Changes to some 
retentionperiodsarealsomade. 

AR 340-18-1.5, 14 August 10969, is changed as follows: 

1. Changed material is indicat('d by a star. 
2. Remove old pages and insert new pages as iindicated below: 
Remote pages 	 Insert pages 

7 and 8 	 .------------------------------7 and 8 
27 and 28..-----------.---------------------. 27 and 28 
41 and 42 ---------------------------- 41 and 42 
45 and 46 . 45 through 46.1.----------------------------
49 through 51 ------------------------- 49 throuigh 52 

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

The proponent agency of this regulation is The Adjutant General's Office. 
Users are invited to send comments and suggested improvements on 
DA Form 2028 (Recommended Changes to Publications) direct to HQDA 
(DAAG-ASR-P) TAGO BLDG FALLS CHURCH VA 22041. 

By Order of the Secretary of the Army: 

BRUCE PALMER, JR. 
General, United States Army 

Official: Acthing Chief of Staff 
VERNE L. BOWERS 
Major General, United ,St(/c.A'rmp.y 
The Adjutant General 

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

DA Form 12-9 requirements for AR, Records: C (qty rqr block No. 340). 

TA;O 2':A --July 51"1465o---72 
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CHANGE HEADQUARTERS 
DEPARTMENT OF THIIE ARMY 

No. 2 WASINGoTox, DC, 6 August 1971 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FACILITIES 
FUNCTIONAL FILES 
Effective 1 January 1972 

This change adds file number 1509-10 for job order register files and 
changes file number 1522-14 to cover permits to dischargeor deposit refuse 
in navigable waters. 

AR 340-18-15, 14 August 1969, is changed as follows: 
1. Changed material is indicated by a star. 
2. Remove old pages and insert new pages as indicated below: 

Remote pages In,ert pagTes 

21 and 22 ................................................------------------------------------------. 21 and 22

45 and 46.....----------------------------------------------...................................... 45 and 46

Authentication--------------------....................-----------------------Authentication


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

The proponent agency of this regulation is The Adjutant General's 
Office. Users are invited to send comments and suggested improvements 
on DA Form 2028 (Recommended Changes to Publications) direct to 
HQDA (DAAG-ASR-P) TAGO BLDG FALLS CHURCH VA 22041. 

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

Form 12-9 requirements for AR, Records-C (Qty Rqr Block No. 340). 

By Order of the Secretary of the Army: 

W. C. WESTMORELAND, 
General, United $tates Arnmy, 

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

TAGO 44A--July 480-4G65 ,a-71 
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CHANGEI 

No. 1 

HEADQUARTERS 
DEPARTMENT OF TIlE ARMY 

WASHINGTON, DC, 15 July 1970 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF FACILITIES 
FUNCTIONAL FILES 
Effective 1 January 1971 

This change incorporates changes in procedural regulations issued 
during 1970 and rescinds subfunctional files category 1507, Army and 
Air Force Exchange Service FacilitiesFiles, and the appendix. 

AR 340-18-15, 14 August 1969, is changed as follows: 

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

Remote pages.,- Insertpages­

5 and 6 -- ------------------------------------------- and 6 
13 through 18_ --------------------------------------- 13 through 18 
A-1 through A--S__- - - - - ­

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

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

By Order of the Secretary of the Army: 

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

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

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

DA Form 12-9 requirements for AR, Records-C (qty rqr block No. 
340). 

TAGO 21A-July 430 465*-70 

W~mtmit . POARDMIAN 
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1501 COMMON MISSION FILES 

1. Common mission files may accumulate in any office to document per­
formance of its assigned facilities activities. However, all the common mis­
sion files seldom will accumulate in a single office. 
2. Abbreviated titles have been used to identify these common mission 
files. The abbreviated titles, alone, will not-be used for labeling files. Ab­
breviated titles will be preceded by a title prefix that describes the records 
to be filed. For example, 1501-02 Real Property Acquisition Administrative 
Files, 1501-03 Homeowners Assistance Agreement es, 1501-07 Civil 
Works Project Reference Paper Files. 0.O ft ces P o 24k07,YzWoJS 

Fae No. Description 

91/1 
1501-01 Instruction files. Documents related to preparing coordina Offices of HQ Department of the 

ting, issuing, and interpreting directives, regulatory in- Army, offices of major avAe-6er­
structions, and comparable instructional material. These conmmandhcadquaAtc"e-,-d 

C files accumulate in offices responsible for preparation and .W el .ents in a combat zone or desig­
- -P . interpretation of instructions and include coordinating ac-.. nated as a combat support element 

tions, studies, interpretations, and published .-record copies in a combat zone (as defined by AR .....-....
Ii Sof instructions, such as regulations, supplements, memo- 310-25): Permanent. Cut off annu­

randums, circulars, pamphlets and bulletins; SOP or similar ally or on supersession or obso­
issuances; messages used for expeditious interim changes lescence, as reference needs require. 
to instructions; technical newsletters or comparable media other offices: Destroy -when super-
used to forward semi-official and authoritative instructions; seded, obsolete, or no longer needed 
and official training materials. for reference, whichever is first. 

1501-02 Administrative files. Documents relating to the overall or Destroy after 2 years or on disco ­

general routine administration of facilities activities, but uance, whichever is first. Ho ever, 
exclusive of specific files described in this regulation. These documents in the cut off fil t re­ ...... ..-... 

files include, but are not limited to--- quire additional action o relate to 
a. Routine comments on regulations, directives, or other . reopened cases should brought 

publications prepared by another office with primary re- . forward for filing the current 
sponsibility. If comments result in additional action affec- file, 

.o......... 

ting the mission or.function of the office, documents should ­

be filed with the appropriate mission functional files. " 
Or..........
b. Evaluations of suggestions that do not result in issu­

ing an instruction or establishing a project. 
c. Program and budget documents, management improve­

ment reports, cost reduction reports, and comparable man- nS 
agement reports prepared to submit data to offices respon­
sible for these management functions. 

d. Extracts of IG, GAO, AAA, or comparable reports

of inspections, surveys, or audits that pertain to the opera­

tion of the mission or function.


e. Documents relating generally to the application of

ADPS and PCM operations within the functional area

relating to facilities.
 ..........


f. Comments on or contributions to news releases or

other media furnished to information officers to publicize

and promote the mission or functions.


1501-03 Agreement files. Documents relating to agreements between Office requesting support and office 
elements of the Army, between the Army and other military providing support: agreements in- ......... 

services or Federal agencies, or between the Army and volving tiansfer of personnel spaces 
other non-federal organizations or agencies; but not with and materiel will be destro 6 
foreign countries. These agreements are negotiated to pro- years after suj ssion cancella­
vide for continued understanding between recognized or- --- on, o?-termination of the agree­
ganizations and the Army for the purpose of providing... ment. Agreements not involved in 
or obtaining various types of support services. The serv- transfer of personnel spaces- and 

L ~; 
ices include logistic, medical, administrative, fire protec- Smateriel will be destroyed 3 years 

3 

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




AR 340-18-15 14 August 19,9 ............


1.eNo. Description Disposition 

tion, facilities, and similar support on a one-time or con- after supersession, cancellation, or........

tinning basis; and on a reimbursable or nonreimbursable termination of the agreement. ... " 
basis. Included are agreements, agreement checklists, Reviewing offices: Destroy 1 year 
amendments, review comments, related correspondence, and after supersession, cancellation, or 
similar documents. termination of the agreement. Ear-

Hier destruction is authorized. ... 

1501-04 Orientation and briefing files. Documents used in orientations Destroy on supersession or obsoles­
and briefings given to .visitors and newly assigned indi- cence. 
viduals about the mission, functions, and physical layout 9 
of an office. Included are photographs, transparencies or L)%- ". 
vugraphs, copies of specially prepared handouts, and re- ;U)", ­
lated or similar documents. c "t f~t~Wu 

1501-05 Committee files. Documents relating to establishing, operat- AQOffice of committee chairman or secre­
ing, and dissolving committees which consider, advise, take tariat, whichever is designated office 
action, and report on specifically assigned functions. They of record, and offices of members of 
include joint, interdepartmental, and international com- international committees in which a 

?- •/" mittes in which the Department of the Army participates; foreign governn,nt is office of rec-
as well as committees within all echelons and elements of ord: B -- ut off when no 

q /4(. f" ~the Army. Included are proposals, approvals, and disap- longer needed for current opera­
provals to establish the committee; charters, terms of tions. Me .0 e• 4& f"E•AM e•o;t

7 i 4j{ v) ~reference, and comments on them; directives establishing, *Offices of other committee members: 
changing, continuing, or dissolving the committee; docu- Destroy when no longer needed for 
ments nominating, approving, appointing, and relieving current operatiorta

4/ committee members; notices, agenda, minutes, and reports =Je-•• 4t- cZcr-A• CCo~1 ,VA& 
of committee meetings; and related documents. " l10 eY, cois4 ts " 

1501-06 Staff visit files. Documents relating to scheduled or special Office performing visit: Destroy I 
visits (but not inspections, surveys, or audits) for the year after completion of next com•­
purpose of performing staff or technical supervision or for parable visit or on completion of 
conducting studies. This definition is not applicable to lated study. 
visits made in connection with a specific process or case Office visited: Destroy after 2 years, 
which should be filed with documentation of the case or except files relating to recurring 
process. Included are requests for permission to visit, staff visits will be destroyed on com-rn 
reports of visits, recommendations, and other directly re- pletion of the next visit.M 
lated documents. 

1501-07 Reference paper files. Documents used to facilitate, control,

or supervise the performance of a specific function, proc­

ess, or action-as distinguished from those official records

necessary for documenting performance of a function,

process, or action. Although accumulated reference papers -­

may relate to varied subjects and functions, they should

bear a title relating them to the functions, subfunction,

process, or action they are used with. Reference paper files

consist of the following types of documents:


a. Notes, drafts, feeder reports, news clippings, similar Cut off on completion of the communi-
working papers, and other materials accumulated for cation, study, survey report, or 
preparation of a communication, a study, an investigation, other action. Destroy in blocks after 
a survey, an inspection, or other action. This definition does an additional 3 months, 6 months, or 
not include official and quasi-official recommendations, co- 1 year. Earlier destruction is au­
ordinating actions, and other documents which contribute thorized. 
to or result from preparation of the communication or 
other record.. 

b. Cards listings, indexes, and similar documents used Destroy when no longer needed to 
for facilitating and controlling work. facilitate or control work. 

c. Copies of technical documents, intelligence documents, Destroy when superseded, obsolete, or 
emergency plans, mobilization plans, and similar repro- no longer needed for reference. 
duced materials that do not fall within the description for .. 

reference publication files. 

. ...


. . . -................... . .. . . .. ; - - " A • • . .• . ." "•", ... . .




12 September 1975 C 6, AR 340-18-15 
...............


rile No. Description Disposition 
d. Documents received for general information purposes that Destroy after 1 year. However, earlier de-

require no action and are not, required for documentation of struction is authorized............

specific functions......................


e. Extra copies of ducuments maintained by action officers Destroy after 1 year. However, earlier de-.......................

which reflect actions taken by the action officer. Such files struction is authorized.

should not be established unless absolutely necessary........


f. Copies of documents accumulated by supervisory offices, Destroy after 1 year. However, documents 
such as chiefs of directorates, divisions, branches, or separate in the inactive file that require addi-....":...... 
offices. These documents duplicate the record copy filed else- tional action or relate to reopened cases..................... 
where in lower echelon offices of the same organizational element should be brought forward for filing in 
which is responsible for performing the action, process, or func- the current file. Earlier destruction is also......................

ti,on. Such files should be established only when necessary, not authorized......................

in each office of the same organizational element.


-*1501-08 Unidentified files. Documents relating to the performance of Retain in CFA until file number is added to 
mission activities not described in this regulation. this regulation. 

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

. ..................... 
m oo, 5-... 

. . . .. .................. 
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1502 INSTALLATION SELECTION, EVALUATION, AND 

MASTER PLANNING FILES --

These records relate to the evaluation and selection of sites for installations 
and to the master planning operations for continuance and use of installations. 

.FieNo. . . . D cription . Disposition 
1502-01 Instaliation status evaluation files. Documents relating to the Offices performing Army-wide staff, re­

process of selecting installations for activation, inactivation, sponsibility: p ut.iia'Lo. . \0Q.UA* --
designation as permanent, or other change in status of an Other offices: Dtroyv after_5.-a.­
installation. Included are studies evaluating the suitability 
of installations as.regards location, use of available con- . 

st.ruction, transportstion facilities, water supply, health, 
and other physical characteristics, and other factors; corn­
munications commenting about the suitability of specific 
installations; approval of selection; and other related docu-­ C- 7X- 116 
ments. . a-.0J1­

1502-02 Industrial facilities review files. Reports and other documents Offices performing Army-wide staff re-
relating to the review and analysis of industrial or corn- sponsibility: Permane-lit.Cut off when no 
mercial type facilities to determine the establishment or longer required for current operations. 
continuation of such facilities and to aid in their economical Other offices: Destroy 3 years after deter-
operation. mination, or on discontinuance, whichever 

1502-03 is first.Site selection files. Documents relating to the investigation Destroy 3 years after completion of the 
and selection of sites for military activities which are created project or 3 years after determination e 
in offices below the Army staff level. Included are directives that the project will not be completed. 
authorizing site survey, site selection reports, and related However, files relating to unselected 
correspondence. sites may be retained for use in connection 

with future selections until acquisitioned . 
or until rejected as unsuitable for the 
intended purpose. 

1 A Site selection report review files. Documents accumulated by Permanent. Cut off on final approval or 
offices of the Army staff responsible for reviewing and disapproval. 
approving site selettioa--reports. They include copies of 
directives authorizing site surveys, site selection reports, 
and related correspondence. o 

1502-05 Site selection report informational files. Documents accumu- Destroy after 5 years. 
lated by offices of the Army staff through which flow site X 
selection reports to offices responsible for the review and 
approval of the reports. These files include communications %Z 
forwarding the reports, copies of reports, and related 
documents.rai the 

1502-06 Master planning files. Documents relating to the preparationAlnstallation to which the plan pertains: 
development, review, approval, and revision of master )Permanent*_ .­ 0 Pcrts n• k.is: To " 
plans for permanent Army installations. Included is the OCE: Destroy when superseded or when r 
master plan, which consists of basic information mapsy the installation is transferred from Army0 0-
analysis of existing facilities report5,tabulation of existing control, whichever is first. 
and required facilities) preliminary land use plans; and ther offices: Destroy after 6 years, except 
plans for future develol)pment(which include the general site the master plan will be destroyed on 
plan, analytical report, background material, and related supersession, obsolescence, or discontinu- -_. 
correspondence)- ance of the individual facility or entire -

.V.h-. Owc L incfn,tcr plannming filt' wiz bc rtI( d installation. 
-pcrwaun(tnlyf -iL Lk)Ll~.~aijtuNt(l~ t ~3~'. 
Preord. C 4tirementwiMl be made by the appropriate -

stallation on discontinuance or on revision of the master , 429 84 
plan as a result of mission changes. 

"i "•........... ....... "..... 
TAGO 73•.­
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_ .... i................. . .




1 December 1979 C 9, AR 340-18-15 

File No. Description Disposition 

1502-07 Master planning review files. Documents relating to the 
review and approval of master plans of permanent Army 
installation. 

1502-08 Mobilization planning files. Documents relating to the 
preparation, development, and approval of mobilization 
plans of permanent and nonpermanent Army installations 
for use in emergency. Included are mobilization plans con­
sisting of basic information maps; analysis of existing 
facilities; tabulations of existing and required facilities; 
preliminary mobilization land use plans; and the mobiliza­
tion development plan which consists of airspace utiliza­
tion plan, flight hazard strip plan and profiles, mobiliza­
tion reservation plan, mobilization site plan, the mobiliza­
tion analytical report, and comparable or related docu­
ments. 

Note. One set of mobilization plans will be retained 
permanently for retirement to the Washington National 
Records Center. Retirement will be made by the appro­
priate installation on discontinuance or on revision of the 
mobilization plan. 

1502-09 Mobilization planning review files. Documents relating to 
the review and approval of mobilization plans of Army in­
stallations for use in an emergency. 

1502-10 Installation mobilization requirement files. Documents 
relating to the analysis of data and the development of 
overall plans for installations and training facilities to 
meet mobilization requirements, including reserve mobili­
zation requirements. 

1502-11 Mobilization construction program files. Documents re­
flecting advance mobilization programs prepared from ad­
vance mobilization expansion plans. Included are site 
maps, site plans, tabulations of available facilities, and 
comparable or related documents. 

1502-12 Nonindustrial facilities mobilization files. Documents re­
flecting the allocation of nonindustrial facilities for mobili­
zation. Included are nonindustrial facility allocation forms, 
reviews, and revalidation; inventories of Army-allocated 
facilities; and related documents. 

OCE: Destroy after 10 years and retire 
after 5 years. 

Installation to which the plan pertains: 
Permanent. 

OCE: Destroy when superseded or when 
the installation is transferred from 
Army control, whichever is first. 

Other offices: Destroy after 6 years, ex­
cept the mobilization plan will be de­
stroyed on supersession, obsolescence, 
or discontinuance of the individual 
facility or entire installation. 

OCE: Destroy after 10 years and retire 
after 5 years. 

Office performing Army-wide staff re­
sponsibility: Permanent. 

OCE: Permanent. Cut off on receipt of 
new plan. 

Other offices: Destroy 3 years after 
supersession or on discontinuance of 
related activity or installation. 

Facility allocations: Destroy on cancella­
tion of facility allocation. 

Inventories; Destroy when superseded by 
a new inventory. 

7 



C 9, AR 340-18-15 1 December 1979 

1503 REAL PROPERTY ACQUISITION FILES 

These files relate to the appraisal and acquisition of real property for 
the Army (military and civil works), Air Force, and National Aeronautics 
and Space Agency (NASA). Records predating 1940 are permanent and will 
be cut off and retired, after necessary audit, to the appropriate Federal 
Records Center. Files relating to unsettled claims, incomplete investiga­
tions, or pending litigation will not be destroyed until settlement of the 
claim or completion of the investigation or litigation. 

File No. Description Disposition 

1503-01 Acquisition correspondence files. Correspondence relating OCE: Permanent. 
to the overall acquisition of real property for the Army Other offices: Destroy after 6 years. 
(military and civil works), Air Force, NASA, and by 
agreement for other Federal agencies, but exclusive of 
specific files described in this section. 

1503-02 Acquisition control files. Documents used in controlling Destroy after final audit has been ap­
acquisition actions. Included are acquisition docket proved by Chief of Engineers. 
sheets, comparable forms, and related correspondence. 

*1503-03 Acquisition files. Documents relating to the acquisition of OCE: Destroy 10 years after completion 
real estate by purchase, condemnation, transfer, donation, of the acquisition transaction. Retire 
easement, license, permit, lease, and space assignment. completed condemnation cases with the 
Included are offers to sell, options, acceptances, appraisal next annual shipment. 
reports, easement documents, certificates of inspection, Other offices: Files pertaining to leases 
tract ownership data, title evidence data, payment and for $25,000 or more per annum; De-
closing sheets, reports on vacating of property, consent to stroy 10 years after termination and 
option, agreements for mutual cancellation of contract, final payment. 
leases, notices of renewal, releases, supplemental agree- C Files pertaining to leases for less than 
ments, and related documents. $25,000 per annum: Destroy 6 years 

after termination and final payment. 
Remaining files: Destroy 6 years after 

approval of the completed real estate 
audit and disbursement is consum­
mated. 

1503-04 Acquisition progress reporting files. Reports and directly Destroy after 2 years, except final report 
related papers which reflect acquisition progress. will be placed in the realty historical 

file. 

*1503-05 Lease control files. Documents consisting of lease data Destroy 2 years after termination of 
cards, space occupancy data cards, and related corre- lease. 
spondence. 

*1503-06 Lease acquisition files. Rescinded. Use file number 
1503-03 or 1503-08, as applicable. 

*1503-07 Resettlement files. Rescinded. Use file number 1506-03. 

1503-08 Recruiting facilities files. Documents relating to providing *OCE: Destroy 10 years after termina­
space for recruiting offices, recruiting main stations, or tion of lease or disposal of property. 
recruiting detachments of the Army, Navy, Air Force, Other offices: Destroy 2 years after ter­
and Marine Corps and for collocating such facilities. In- mination of lease or disposal of prop­

cluded are space assignment documents, collation studies, erty.

consolidated directory of recruiting facilities, and related

correspondence.


1503-09 Appraiser qualification files. Brochures, pamphlets, ques- Destroy on supersession, except the 
tionnaires, lists, and related correspondence pertaining to qualification and experience record card 
the qualification and experience of firms and individuals will be retained until discontinuance of 
soliciting services. the firm. 

8 



)ecember 
sVle No. 

1503-10 

1503-11 

1503-12 

1503-13 

1979 
Description 

Appraiser precedent files. Documents accumulated by ap­
praisers responsible for preparation of appraisal reports, 
such as notes, background information, copies of reports 
and other source data. 

Rental value appraisal files. Documents relating to the ap­
praisal and reappraisal of Government-owned housing 
rented to civilians. Included are rental schedules, copies 
of appraisal reports, and related correspondence. 

Abstractor list files. List of individuals or firms approved 
by Department of Justice to qualify as abstractors. 

Real property acquisition supervisory files. Documents 
maintained by Corps of Engineer division offices that 
duplicate the files maintained in subordinate offices, as 
described herein. 

C 9, AR 340-18-15 
Disposition 

Destroy on supersession, obsolescence, or 
excess declaration of the installation to 
which they relate, whichever is first. 

Destroy on receipt of new reappraisal or 
on discontinuance of function for any 
reason. 

Destroy on supersession. 

Destroy when no longer required for cur­
rent operations or 1 year after the pre­
scribed cutoff for the District, which­
ever is sooner. 
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1504 REAL PROPERTY MANAGEMENT AND UTILIZATION FILES 
These files relate to the management and use of real property owned or 

leased by the Government, including its proper and economical use. Files 
relating to unsettled claims, incomplete investigations, or pending litigation 

File No. 

*1504-01 

1504-02 

1504-03 

1504-04 

1504-05 

1504-06 

1504-07 

*1504-08 

will not be destroyed until settlement of the claim or 
tigation or litigation. 

Description 

Real estate correspondence files, rescinded. Use file num­

bers 1501-01 or 1501-02.


Real property title files. Files accumulated by The Judge

Advocate General documenting the acquisition, manage­

ment, and disposition of Government real property. In­

cluded are abstracts of title, assurances, contracts, deeds,

delegations of authority, disposal documents, maps ease­

ments leases, legislative actions, licenses, permits, declara­

tions of taking, exclusive orders opinions of The Attorney

General, and related materials.


Real property annexation files. Documents relating to an­

nexation of Federal property by States and their political

subdivisions.


Real property Federal jurisdiction files. Documents relating

to the acquisition of Federal jurisdiction over land acquired

by the United States in the several States and retrocession

of Federal jurisdiction to the States.


Note. Original cession and retrocession instruments 
will be transferred to TJAG; copies of instruments will be 
placed in the Realty Historical File. 

Realty historical files. Individual audited project and in­

stallation files established and maintained in accordance

with instructions contained in the Real Estate Audit Proce­

dures Manual issued by the Chief of Engineers. Retain in

engineer district offices or in division offices where respon­

sibility for real estate has not been decentralized to district

offices.


Division realty historical files. Documents constituting

skeleton realty historical files maintained in division offices

where responsibility for real estate has been decentralized

to district offices in accordance with instructions contained

in the Real Estate Audit Procedures Manual issued by the

Chief of Engineers.


OCE realty historical files Documents constituting skeleton

realty historical files maintained in the Office of the Chief of

Engineers.


Real estate management files. Documents relating to the

management of real estate. Included are leases, licenses,

appraisal reports, invitations for bids, easements, notices of

revocation, permits, statements of crop rotations, reports 
of terminations, abstracts of bids, outgrant instruments, 
compliance inspection reports, and related documents. 

completion of the inves-

Disposition 

Permanent. Cut off when no longer re­
quired for current operations. 

Destroy after 6 years. 

OCE: Destroy after 6 years in CFA. 
Other offices: Destroy after 6 years. 

Permanent. Transfer to RHA after instal­
lation is reduced to zero acreage and 
audit is approved by the Chief of En­
gineers. 

Destroy when no longer needed. 

Permanent. Cut off when installation is 
reduced to zero acreage and final audit 
has been approved However, final au­
dited real estate project maps reduced to 
microfilm negative may be destroyed on 
approval of the film. 

*OCE: Destroy after 3 years in CFA. 
Other offices: Compliance inspection re­

ports: Destroy 1 year after supersession 
by a new report. 

Files on restoration clauses that are re­
moved: Destroy 3 years after termina­
tion of instrument, except instrument 
and applicable restoration papers will be 
retained until final termination. 

Remaining documents: Destroy 3 years 
after termination of basic instrument 
and final collection thereon. 

10 



1 February 1980 C 10, AR 340-18-15 

File No. Description Disposition 

1504-09 Management control files. Documents maintained to aid in Grant record cards: Destroy 1 year after 
controlling the use of real property. Included are grant rec- termination. 
ord cards, reports of changes, and related documents. Remaining records: Destroy after 1 year. 

1504-10 Real property summary files. Real property grant listings; PVCE: 30 September summaries.: Destroy 
real estate lease listings; summaries of outgrants, leases, and after 10 years in CFA. 
rent-free space; reports of changes, and related documents. 30 September detailed listings: Destroy

Safter 1year. 
Other listings and reports of changes: De­

stroy after close of fiscal year. 
Other offices: Destroy on supersession. 

1504-11 Real property inventory files. Reports, change reports and OCE: Destroy 1 year after supersession by 
related papers which indicate status, cost, capacity, condi- a new installation inventory or on final 
tion, present use, maintenance, and management of real disposal of property. 
property. Other offices: Destroy when superseded by 

a new inventory or 1 year after final dis­
posal of property, as applicable. 

1504-12 Post engineer real estate files. Copies of documents pertain- Destroy 2 years after termination of lease, 
ing to military real estate matters handled by the Corps of agreement, or comparable instrument, 
Engineers. Included are copies of leases, trespass agree- or 2 years after disposal of the property, 
ments, releases, requests for disposal of buildings and im- as applicable. 
provements, comparable instruments, and related papers. 
These files accumulate at Army headquarters, headquarters 
at major oversea commands, installations, and activities, ex­
cept Corps of Engineers districts, divisions, and subordinate 
offices. 

1504-13 Trailer site lease files. Documents relating to the leasing of Destroy 3 years after close of fiscal year of 
trailer sites on military reservations and civil works projects termination of the lease. 
to individuals. Included are lease agreements, schedules of 
collections, and related correspondence. 

1504-14 Installation housing files. Documents accumulated in deter- Offices performing Army-wide responsi­
mining the need for housing at installations. Included are bility: Destroy 10 years after approval or 
studies, reports, FHA comments and recommendations, cer- disapproval, as appropriate. 
tificates of need, and similar related papers. Other offices: Destroy after 6 years. 

1504-15 Certificate of eligibility files. Documents relating to certifica- Destroy 3 years after termination of eligi­
tion of individual's eligibility to participate in the housing bility. 
program. Included are applications, approvals, certificates of 
eligibility, related correspondence, and similar papers. 

1504-16 Real estate claims officer files. Documents relating to those A Claims files for $1,000 or less: Destroy 6 
demands for payment for rent, damages, and other payments years after claim is settled. 
arising under the terms and conditions, whether expressed or 3 Claims files in excess of $1,000: Destroy 10 
implied, of leases or other contracts for either the use or oc- years after claim is settled. 
cupancy of real estate. Extract sheets relating to all claims 
arising, out of the use and occupany of real property will be 
placed in the realty historical file prior to destruction of rec­
ords. 

1504-17 Real estate claim control files. Real estate claims docket card, Destroy 2 years after settlement. 
real estate claims report, or comparable documents. 

1504-18 Foreign lease holding reporting files. Reports and related pa- Destroy after 1 year or on discontinuance, 
pers reflecting Army noninstallations lease holdings in whichever is first. 
foreign countries. 

1504-19 Overseas real property reporting files. Reports reflecting pro- Destroy after 3 years or on discontinuance, 
curement of real property and right thereto, performance whichever is first. 
factors, and comparable data relating to real property ad­
ministration in oversea commands. 

11 
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File No. Description 

1504-20 Real property utilization files. Documents relating to the 
utilization and status of real property, including space utiliza­
tion criteria, the use of space in problem areas as metropoli­
tan areas, inspection or surveys of space utilization, and re­
lated matters. Included are real property utilization reports 
and directly related correspondence, reports of staff visits on 
space usage, recommendations as to the better use of real 
estate, and studies relating to use. 

1504-21 Real property retention study files. Documents relating to 
studies of real property at installations to determine the ef­
fectiveness of utilization and necessity for retention. Included 
are reports, studies, and related documents. 

1504-22 Maneuver and right-of-entry permit files. Documents relating 
to obtaining permission from land owners and managers to 
allow Government personnel and/or equipment to enter, pass 
over, explore, or temporarily use such lands. Included are 
permits and agreements, such as right-of-entry for purposes 
of survey or exploration, right-of-entry for purposes of con­
struction, right to pass over, and similar permits or agree­
ments with related correspondence. 

1504-23 Real property management supervisory files. Documents 
maintained by Corps of Engineer division offices that dupli­
cate the files maintained in subordinate offices, as described 
herein. 

1 February 1980 

Disposition 

OCE: Destroy on supersession by a new 
report or on transfer of related installa­
tion from Army control. 

Other offices: Destroy after 2 years or on 
discontinuance of the installation, except 
that a current copy of the real property 
utilization report will be retained on dis­
continuance and transferred to a repre­
sentative of the Chief of Engineers. 

Destroy on supersession by a new study or 
on transfer of related installation from 
Army control, whichever is sooner. 

* 	Permits or agreements involved in 
claims: Dispose of IAW file number 
1504-16 or the appropriate file number 
in AR 340-18-4. 

* 	Remaining files: CONUS: Destroy 2 
years after cancellation or termination of 
permit or agreement. OCONUS: De­
stroy 2 years after cancellation or termi­
nation of permit or agreement or when 
no longer needed for current operations, 
whichever is later. 

Destroy when no longer required for cur­
rent operations or 1 year after the pre­
scribed cutoff for the District, whichever 
is sooner. 

12 



1 December 1979	 C 9, AR 340-18-15 

1505 REAL PROPERTY DISPOSAL FILES 

These files relate to the disposal of real property by sale, donation. or 
transfer and the disposal of surplus leasehold interests. Records predating 
1940 are permanent and will be retired after necessary audit. 

F i i \o. 

*1505-01 

1505-02 

,vct - 4i -7e-! 

1505-03 

l e• 
/ 

Dcscription 

Disposal correspondence files. Rescinded. Use file numbers 
1501-01 or 1501-02. 

Disposal files. Documents relating to the disposal of real 
property, including building, growing crops, timber, sand, 
gravel, and quarried stone products; by sale, transfer, 
and/or donation. Included are appraisal reports, transfer of 
new construction, invitations for bids and acceptance, 
notices of availability for disposal, abstracts of bids, account 
of sales of public property at public auction or on sealed 
proposals, statements and certificate of awards, requests 
for approval of disposal of buildings and improvements, 
comparable forms, and related correspondence. 

-~

H> 4,e, Ja 0, 1,f
~te c 
i*i 

'f 0 r 

I 

Disposal reporting files. Documents accumulated in connec­
tion with progress reporting of inactive, excess, and surplus 
real property at military installations, civil works projects 
and installations of other Federal agencies where the Army 
acts as real estate agent in continental United States and its 
possessions. Included are real property disposal reports, 
reports of changes, real property disposal summary re-

Dis,positiun 

,OCE: ...... .	 r rS. 
%Field offices: Files pertaining to transfer 

and/or donation of properties which con­
tain recapture clause ........... d 

- %'I%kC40 g 
are 	 e-

SFiles pertaining to disposal of sand gravel,

'crops, stone quarried products, or


timber (located on land which is not ex­

cess): Destroy 1 year after disposal

transaction is completed.


,Rernaining files: Destroy 6 years after dis­

posal action on the property and comple­

tion of the disposal portion of the realty

historical files, if action has been in­

cluded in approved audit.


Reports of cha?jges: Destroy after 1 year. 
Final disposal report and report of excess 

real property will be placed in the realty 
historical file. sicufpr 

Other files: Destroy on super sion. 
Summary reports: OCE: * and cumula­

tive summaries: Pet............ C . .. .n­
r-" .4etire after 5 years Other 

summaries: Destroy after 1 year. 

Destroy when no longer required or cur­

rent operations or 1 year after he pre­

scribed cutoff for the District, nichever

is sooner.


/e7 41. 

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


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

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

..................
: 


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

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


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


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


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


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


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


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


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


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


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

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


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

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

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


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


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


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


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


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


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


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

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

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


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


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


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


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


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


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


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


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

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


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

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

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


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


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

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

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

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

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


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

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

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

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


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


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

.... 	 .. ..... 

....... .. 

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

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

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


... ... . . . .


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


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


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

...........


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


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


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

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

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


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

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

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


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

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

.......... ......
"... ...y.'.-..-.., ­
...............

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


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

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

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


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


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


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

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

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

. . ., . ... . .. : : 
.............. 

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


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

. . . .. ... . . . 

. ....... .. . 

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

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


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

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


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


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

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


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

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


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


-'/ f-]-/.L_ports, reports of excess of real property and related docu­
't., ments. 

1505-04 Disposal supervisory files. Documents maintained by Corps 
of Engineer division offices that duplicate the files main­
tained in subordinate offices., as described herein. 
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*1506 HOMEOWNERS ASSISTANCE AND RELOCATION 
ASSISTANCE PROGRAM FILES 

These files relate to the administration and operation of the Home­
owners Assistance Program (Public Law 89-754, Section 1013) and Reloca­
tion Assistance Program (Public Law 91-646). 

Filf No. Description Disposition 

1506-01 Homeowners assistance case files.. Documents relating to Offices performing Army-wide responsi­
the applications of persons involved in losses sustained in bility: Destroy 10 years after final action 
real estate market because of military base closures by De- or decision on appeals, as applicable. 
fense Agencies. Included are application forms; appraisal Other offices: Destroy 10 years after pay-
reports; questionnaires; copies of deeds and mortgages; ment in full satisfaction of claim or final 
evidence of proof of ownership and occupancy of residences; decision on appeals, as applicable. 
applicants' appeals and final actions or decisions thereon; 
and related documents. 

*1506-02 Homeowners assistance progress reporting files. Included Offices performing Army-wide responsi­
are docket sheets, change reports, summary reports, and bility: Destroy after 5 years in CFA. 
related documents. Other offices: Destroy when superseded. 

*1506-03 Relocation assistance case files. Documents related to relo- Offices performing Army-wide responsi­
cation of persons and their personal property because of the bility: Destroy 10 years after final action 
acquisition of real estate for Army military, civil works or determination on appeals, as appli­
purposes, or other federal agencies. Included are question- cable. 
naires; notices to owners; applications for relocation assist- Other offices: Destroy 10 years after pay­
ance; reports of investigations; waivers; recapitulations and ment. in full satisfaction of claim or final 
summaries; statements of determination; relocation sum- decision on appeals, as applicable. 
mary reports: and related documents. 

,1506-04 Relocation assistance progress reporting files. Included are Offices performing Army-wide responsi­
docket sheets, change reports, summary reports, and re- bility: Destroy af4kr 5 years in CFA 
lated documents. Other offices: Destroy when superseded. 

*1506-05 Homeowners assistance and relocation assistance super.- Destroy when no longer required for cur­
visory files. Documents maintained by Corps of Engineers rent operations or 1 year after the pre-
division offices which duplicate the record copy maintained scribed cutoff for the District, whichever 
by district offices as described herein. is sooner. 

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

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


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


..........


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


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


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

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


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


..........

....


........... 


.......... 

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


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


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

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


...... 


.... 

....


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

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


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


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


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

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


..........


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


...........

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

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


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


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

...........


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

...........


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


..........
.


..........


14 



1 December 1979 C 9, AR 340-18-15 

1507 ARMY AND AIR FORCE EXCHANGE SERVICE FACILITIES 
FILES (Rescinded) 

- ' 
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C 9, AR 340-18-15	 1 December 1979 

1508 REAL PROPERTY GENERAL MAINTENANCE FILES 

These files relate to the genreal maintenance and repair of Government 
real property (exclusive of utilities plants and systems) and the related ac­
tivities of custodial services; packing and crating; entomology, land, forest, 
and wildlife management; landscape plantings and beautification equipment 
utilization and shop operations; and service or user testing of new materials 
utilized in maintenance activities. It also includes real property historical 
records, such as as-built drawings and individual item cards. 

FileNo. Description 

1508-01 Maintenance correspondence files. Correspondence relating 
to supervision and performance of real property mainte-
nance, but exclusive of specific files described in this cate­
gory. 

-02S508 Installation maintenance program files. Documents relating 
to long-range programs which concern the upkeep of build­
ings, roads, railroads, and grounds, including insect and ro­
dent control and sanitary fill and dump areas, or other 
documents necessary to maintain essential data on the con­
ditioning of the above facilities. These files will be retained 
at the installation and will remain with the buildings and 
grounds when transferred from the jurisdiction of the 
Army. 

-031508 Building maintenance files. Documents relating to the 
criteria, standards, practices, and application of measures 
for the maintenance, repair, and improvement of buildings 
and structures at military installations. 

-04 Ground maintenance files. Documents relating to the 
criteria, practices, and application of measures for the de­
velopment and improvement of lands of military reserva­
tions, including cemeteries and golf courses. 

-051508 Entomology service files. Documents relating to the criteria, 
practices, and application of measures for insect and rodent 
control for the protection of personnel, material, buildings, 
and other facilities. 

-061508 Sanitary service files. Documents relating to standards and 
practices in the collection and disposal of refuse, and the 
collection of salvage, including communications about 
methods of refuse disposal and collection' systems, and 
documents similar in content. 

-071508 Custodial service files. Documents relating to the criteria 
and procedures for the performance of cleaning, janitorial, 
and preventive maintenance standards services at Army in­
stallations. 

-081508 Custodial property accountability files. Inventories of in­
stalled property, miscellaneous property lists, transfer of 
property documents, shipping documents, receiving re­
ports, and related correspondence. These documents are 
maintained by Corps of Engineers representatives desig­
nated to assume accountability of an installation declared 
excess to Army needs. 

Disposition 

OCE: Permanent.

Field offices: Destroy after 6 years.


A.) 	 Office performing Army-wide 
responsibility: Destroy 
after 6 years. 

B.) 	 Other offices: Destroy when 
no longer needed for current 
operations. 

(A & B above per NCI-AU-81-48) 

Offices performing Army-wide staff re­
sponsibility: Bestroy after 6 years. 

Other offices: Destroy when 

no longer needed for current 
oierations (per NC1-AU-81-'­

Offices performing Army-wide staff re­
sponsibility: Destroy after 6 years. 

Other offices: Destroy when no longer 
needed for current operations. 
(changes per NCI-AU-81-37) 

Offices performing Army-wide staff re­
sponsibility: Destroy after 6 years. 

Other offices: Destroy when 

no longer needed for current 
operations. (per NCl-AU-81-48).

Offices performing Army-wide staff re­
sponsibility: Destroy after 10 years. 

Other offices: Destroy when superseded, 
obsolete, or no longer required for refer­
ence, whichever is first. 

*Offices performing Army-wide responsi­

bility: Destroy after 6 years.


Other offices: Destroy when superseded,

obsolete, or no longer required for refer­

ence, whichever is first.


Destroy after 2 years. 



27 July 1973 

Pue No. Description 

*1508-09 Military real property record card files. Document which con­
stitute the basis for the repairs and utilities accounting system 
for the receipt and disposition of real property; i.e., land and 
interests therein, leaseholds, buildings and improvements, and 
appurtenances thereto. 

Note. These records will be maintained at the installation 
until control of the real estate passes to the Chief of Engineers as 
a result of the installation being declared surplus to Army needs. 
At that time custody of DA Forms 2877 will be transferred by 
the repairs and utilities accountable officer to a representative 
of the Chief of Engineers. Upon disposal of the real estate to 
another Government agency, DA Forms 2S77 will be transferred 
to the receiving agency. Upon disposal to an agency or individual 
outside the Government, DA Forms 2877 will be transferred to 
the purchaser. When a building is demolished, destroyed, or 
completely zeroed in any manner, DA Forms 2S77 will become 
an integral part of the report of survey of DD Form 1354 
(Transfer and Acceptance of M1ilitary Real Property) and will 
be disposed of with facilities engineering stock record account 
files. 

1508-10 Military real property record drawing files. Current and complete 
files of all drawings relating to the design and construction of 
a project, including regional map; reservation map; post lay­
outs; architectural, mechanical, and structural building plans; 
water distribution system; steam distribution system; gasoline 
storage and fuel systems: roads, aprons, runways, and parking 
areas; storm drainage systems; and railroads. 

Note. These files will be maintained at the installation to which 
they apply until such time as the control of surplus real estate 
passes to the Chief of Engineers at which time their transfer 
will be effected in the same manner as military real property 
record card files above. 

1508-11 Civil works real property record card files. Real estate record cards 
for civil works buildings and structures. 

1508-12 Installation maintenance progress and inspection files. Reports 
relating to the progress and inspection of maintenance and re­
pair activity in connection with post real and installed property, 
including progress, work, and inspection reports. 

1508-13 Installation facility service files. Documents relating to the con­
duct of fire protection activities, the conduct of rodent and 
insect control programs, the performance of janitorial and 
refuse collection services, and the operation of facilities engineer­
ing shops. Included are fire drill reports, insect and rodent 
control reports, refuse and salvage collection reports, and related 
correspondence, but exclusive of documents defined under fire 
prevention and protection files. 

1508-14 Range clearance files. Documents relating to locating and dis­
posing of unexploded ammunition on firing ranges at installa­
tions. Included are maps of the installation; returned copies of 
certificates of decontamination attesting to the removal of high 
explosives from specified areas and the examination of scrap 
metal salvaged therefrom; statements in lieu of certificates of 
decontamination; daily reconnaissance reports showing type of 
ammunition discovered, location and disposition effected; ini­
tial and final reports on the dud disposal program and on 
decontamination in general; and related correspondence. 

C 4, AR 340-18-15 

Dispowitfon 
DA Form 2S77: When not accepted by a 

purchaser outside the Government: 
Destroy 1 year after consummation of 
the real property disposal action. 

DA Form 3640: Destroy after information 
is entered on DA Form 3641. 

DA Form 3641: Destroy when superseded 
by an updated form or upon disposal of 
building, whichever is first. 

Files not accepted by a purchaser outside 
the Government: Destroy 1 year after 
consummation of the real property dis­
posal action. 

Destroy 2 years after disposal of prop­
erty and completion of real estate 
audit. Retain in CFA. 

Destroy after 2 years or on discontin­
uance of the installation, whichever is 
first. 

Destroy after 2 years or on discontin­
uance of the installation, whichever is 
first. 

Destroy 10 years after completion of the 
removal project. 
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File No. Description 

1508-15 Reserve facilities license files. Documents relating to authoriza­
tions and agreements providing for use of Army Reserve facilities 
by local, civic, and other nonprofit organizations. 

1508-16 Storage battery files. Documents relating to the maintenance and 
inspection of storage batteries. Included are work, maintenance, 
and inspection reports, and directly related correspondence. 

1508-17 Land management files. Documents relating to the preservation, 
development, improvement, and maintenance of real property of 
military reservations including control of erosion, dust, and vege­
tative fire hazards; drainage establishment and maintenance of 
vegetative cover; control of weeds and noxious plants; and irriga­
tion and supply of water for plant growth on military lands. 

1508-18 Land management planning files. Documents accumulated in the 
preparation, development, review, and approval of plans for the 
improvement and management of installation lands. Included 
are land management, planting, and fire protection plans, and 
related correspondence. 

1508-19 Leased land management files. Documents related 
practices on land under grazing or cropping lease. 

to agronomic 

1508-20 Herbicide management files. Documents related to the use of herb-
icides on military lands. 

1508-21 Forest management plan files. Documents relating to the sustained 
production of timber and related natural resource values such as 
natural beauty, recreation, wildlife, watershed protection, and 
yield of high quality water. 

1508-22 Reforestation reporting files. Reports on reforestation of military 
reservations containing information about acres planted for 
reforestation and acres planted for windbreaks and shelter belts, 
and similar information including the reports made by field in­
stallations, copies of consolidated reports forwarded to the Sec­
retary of Defense, and correspondence concerning the reports. 

1508-23 Timber disposal files. Documents relating to the review and au­
thorization on the availability of timber for harvesting of wood­
lands on federally-owned lands, including declarations of avail­
ability, authorizations for harvesting, or similar documents. 

1508-24 Wildlife management plan files. Documents relating to the pro­
tection of fish and wildlife on military reservations including 
protection of resources and vegetation that provide a natural 
habitat for fish and wildlife, control of hunting and fishing, ob­
servance of game laws, and similar measures. 

1508-25 Wildlife cooperative agreement files. Documents relating to co­
operative agreements for development, improvement, and 
protection of fish and wildlife on military reservations. 

1508-26 Conservation award files. Documents 
the Army Conservation Awards. 

relating to Department of 

Di8position 

Destroy 2 years after termination. 

Destroy on termination of the provisions 
of the manufacturer's guaranty. 

Offices performing Army-wide staff re­
sponsibility: Permanent. 

Other offices: Destroy when superseded, 
obsolete, or no longer required for refer­
ence, whichever is first. 

Destroy on supersession of the plan or 
section thereof. 

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

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

Destroy on supersession of the plan or 
section of the plan. 

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

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

Destroy after 5 years. 

Destroy on supersession of the plan or 
section of the plan. 

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

OCE: Destroy after 3 years. 
Other offices: Destroy when superseded, 

obsolete, or no longer needed for 
reference. 
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14 August 1969 

File No. Deecription 

1508-27 Natural resources reporting files. Reports relating to soil and 
water conservation, forest management, and fish and wild­
life management. 

1508-28 Natural beauty and outdoor recreation files. Documents re­
lating to natural beauty of the landscape and ground and 
facilities for outdoor recreation. 

1508-29 Real property maintenance supervisory files. Documents 
maintained by Corps of Engineers division offices that 
duplicate the files maintained in subordinate offices, as 
described herein. 

AR 340-18-15 

Diposition 

OCE: Destroy after 2 years. 
Other offices: Destroy when super­

seded, obsolete, or no longer needed 
for reference. 

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

Destroy 1 year after the prescribed 
cut off for the subordinate office 
copy. Earlier destruction is author­
ized. 
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AR 340-18-15 14 August 1969 

1509 FACILITIES ENGINEERING FILES 

These files relate to the operation and performance of facilities engi­
neering activities at Army installations, including repairs and alterations 
to buildings and structures and repair, maintenance, 
ity plants, systems, and equipment. 

File No. Description 

1509-01 Facilities engineering correspondence files. Documents re­
lating to the criteria, standards, practices, and application 
of the maintenance, repair, operation, conservation, and 
improvement of facilities engineering activities at military 
installations, but exclusive of specific files described herein. 

1509-02 Facilities engineering operation reporting files. Documents 
relating to the process of assembling, analyzing, sum­
marizing, and disseminating data concerning the opera­
tions and performance of facilities engineering activities 
throughout the Army, including such information as sum­
marizations of facilities engineering programs, backlogs, 
deferred projects, performance, and other information 
concerning facilities engineering activities. 

1509-03 Utilities maintenance files. Documents relating to the main­
tenance of utilities equipment and systems as water and 
sewage, electrical refrigeration and air-conditioning, 
boilers and warm air furnaces, steam distribution, gas 
and oil storage, and other utility systems. These records 
will be retained at the installation and will remain with 
the buildings and grounds when transferred from the 
jurisdiction of the Army. 

1509-04 Utilities operation files. Documents accumulated at installa­
tions and relating to the operation of plants and systems, 
such as water, sewer, electric, gas heating, boiler, ice 
manufacturing and cold storage, refrigeration and air-
conditioning, and fuel storage and distribution. Included 
are service economy reports, reports of fuel consumption, 
and laboratory test reports. 

1509-05 Utilities operating log files. Logbooks pertaining to the op­
eration of utilities. Retain on the premises with related 
equipment and machinery. These logbooks will be trans­
ferred if related equipment and machinery is transferred. 

1509-06 Facilities engineering project estimate files. Documents re­
lating to the preparation, review, and approval of projects 
for the maintenance, repair, or modification of buildings, 
grounds, improved areas, or other facilities engineering 
projects. Included are individual project estimates pre­
pared by post engineers, requests for approval of projects, 
papers reflecting approval of projects, and related docu­
ments. 

1509-07 Facilities engineering service and work order files. Originals 
and copies of service orders, work orders, and related 
papers maintained by the post 6ngineer activity.,which is 
authorized to perform repair,_.mainten;nce, minor con­
struction, and operational work. i..v ­. 

1509-08 Facilities engineering work order control files. Copies of work 
orders used for such purposes as followup of authorized 
work by section foremen. 

and operation of util-

Disposition 

OCE: Destroy after 10 years in CFA. 
Other offices: Destroy when super­

seded, obsolete, or no longer needed 
for reference, whichever is first. 

Offices performing Army-wide staff 
responsibility: Consolidated or sum­
mary reports and documents: Per­
manent. 
Feeder reports: Destroy after 5 
years in CFA. 

Other offices: Destroy after 2 years 
or on discontinuance whichever is 
first. 

Destroy 1 year after salvage, replace­
ment, or dismantling of related 
plant or system. 

Destroy after 2 years or on discon­
tinuance of the installation, which­
ever is first. 

Destroy on final disposition of related 
equipment and machinery. 

Reviewing offices: Destroy after 3 
years or on discontinuance, which­
ever is first. 

Post engineers: Destroy 2 years after 
completion or disapproval of proj­
ect or on discontinuance, as appli­
cable. 

Original forms and related papers: 
Destroy 2 years after completion 
of work. Retain in CFA.1 

Copies of forms: Destroy 1 month 
after completion of work, or earlier 
when not required for management 
purposes, as determined locally. 

Destroy 1 month after completion of 
work. 



1 December 1979 C 9, AR 340-18-15 

File No. Description 

1509-09 Facilities engineering stock record account files. Docu­
ments maintained by a post engineer which reflect by item 
the receipt, storage, maintenance, and disposition of real 
property, installed property, and facilities engineering 
stock. These files include voucher registers, stock record 
cards or any equivalent forms used in lieu thereof; vouchers 
supporting postings to real property cards as copies of 
leases, transfers and acceptance of military real property 
forms, work orders, notices of cancellation of leases and re­
ports of survey; vouchers supporting postings to installed 
property cards as transfers of new construction forms, 
copies of leases, requisitions on storekeepers, inventory 
adjustment reports, work orders, notices of cancellation of 
lease, reports of survey, project turn-in slips; and vouchers 
supporting postings to stock record cards for facilities en­
gineering stock as shipping documents, purchase orders, 
inventory adjustment reports, requisitions on storekeepers, 
reports of survey and property turn-in slips. Cards will be 
continued in effect until filled or until reduced to a zero bal­
ance. 

1509-10 Job order register files. Documents used in the control of job 
orders. Such documents normally consist of ledgers, regis­
ters, or fastened sheets reflecting such data as job numbers; 
dates of receipt, approval, disapproval, scheduling, and 
completion; description; and cost. 

Disposition 

Destroy after 2 years. 

Destroy 2 years after date of last entry. 
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1510 FIRE PREVENTION FILES 

These files relate to action taken to reduce loss by fire through use of 
prevention and protection measures. 

FileNo. Description 

1510-01 Fire prevention files. Documents relating to the criteria, 
standards, practices, and application of fire prevention and 
protection practices and methods. 

1510-02 Fire protection design files. Documents relating to the appli­
cation of fire protection criteria and standards in the design 
and construction of Army facilities. 

1510-03 Installation fire prevention and protection files. Documents 
relating to the automatic sprinkler and alarm system; the 
water distribution system which shows the location of fire 
hydrants, pumps, valves, standpipe connections, and simi­
lar devices, sources of water supply, available post 
firefighting equipment, tables of running distances, pres­
sure in water mains, and fireflow and pump tests; liaison 
with civil or military organizations; and fire station log 
summaries. 

1510-04 Fire protection meeting files. Documents that accumulate 
from the Army's participation in meetings and liaison with 
public agencies and representatives of private industry on 
fire prevention and protection methods and practices. 

1510-05 Fire reporting case files. Reports of fires or explosions fol­
lowed by fire resulting in loss of life, material, and struc­
tures, received from field organizations, including related 
reports of investigations and communications. 

1510-06 Fire loss experience files. Documents containing information 
and data compiled from fire reports or other sources in 
order to compile data about trends and experience from 
losses due to fires or explosions followed by fire. 

Disposition 

*Offices performing Army-wide responsi­
bility: Destroy after 6 years. 

Other offices: Destroy when superseded, 
obsolete, or no longer required for refer­
ence, whichever is first. 

Offices performing Army-wide staff re­
sponsibility: Destroy after 10 years. 

Other offices: Destroy when superseded or 
no longer required for reference 
whichever is first. 

Individual run reports and routine reports 
of equipment tests: Destroy after 1 year, 
or on discontinuance, whichever is first. 

Remaining files: Retain at the installation. 
When buildings or grounds are trans­
ferred, these files will also be trans­
ferred. 

Destroy after 10 years. 

OCE: Destroy after 25 years. Cut off at 
end of each year and retire after 5 years. 

Other offices: Destroy 1 year after close of 
investigation or on discontinuance, 
whichever is first. 

OCE: Destroy after 25 years in CFA. 
Other offices: Destroy after 5 years. 
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/ 1 February 1980	 C 10, AR 340-18-15 

1511 ARMY HOUSING FILES 

These files relates to the management, operation and control of the 
Army housing programs, including troop housing, family housing referral 
service, and offpost equal opportunity housing. 

File No. Description	 Disposition 

1511-01 Housing correspondence files.	 Rescinded. Use file numbers 1501-01 or 
1501-02. 

1511-02 Installation troop housing files. Documents relating to the Destroy after 3 years or on discontinuance, 
housing and billeting of military personnel and troop units in- whichever is first. 
volving such matters as the adequacy and suitability of 
housing. Included are memorandums on housing, strength 
and housing capacity reports. housing schedules, and similar 
papers. 

1511-03 Installation housing project tenancy files. Documents ac- Destroy 3 years after termination of quar­
cumulated in offices of housing project directors and relating ters occupancy or on discontinuance, 
to rental of units. Included are applications for quarters, whichever is first. 
character reference letters, rental deduction notices, prop­
erty inventories, cancellation of rental deduction notices, and 
similar documents. 

1511-04 Family housing cost control files. Documents relating to the Cards reflecting cumulative costs: Destroy 
control of costs for alteration and repair of family housing 11 years after last entry on card. Other 
units to ensure that amounts expended comply with lim- files: Destroy after posting to the 
itations set by law. Included are cumulative cost cards, cumulative cost card except that copies 

A ~	 copies of job orders, copies of work orders, copies of con- of work orders used for posting to the 
tracts, copies of issue slips, and copies of similar documents cumulative cost card will be filed and 
reflecting expenditures. disposed of as provided by file number 

1509-07. 

1511-05 Family housing leasing files. Documents relating to the leas- Destroy 3 years after lease terminates, is 
ing of housing by the Department of the Army to provide cancelled, or lapses, or after any litiga­
necessary quarters for- qualified personnel. Included are re- tion is concluded, whichever is later. 
quests for approval to lease, authorizations to lease, leasing 
and rental surveys, and similar or related documents. 

1511-06 Family housing rental rate files. Documents relating to the Destroy after 10 years. 
establishment of rental rates for family housing units. In­
cluded are surveys, schedules, statistical data, and similar or 
related documents. 

1511-07 Housing referral service files. Documents relating to provid- Destroy after 5 years. 
ing guidance and referral service on available housing. Files 
accumulate in housing referral offices Army-wide. Included 
are records of liaison activities with real estate boards, brok­
ers, and other Government agencies; and similar or related 
documents. 

1511-08 Offpost rental housing reporting files. Documents relating to Destroy after 2 years. 
reports reflecting conditions affecting offpost rental housing. 
Included are offpost housing census reports, DOD offpost 
family housing survey reports, status of family housing as­
sets reports, similar reports, and related documents. 

1511-09 Offpost housing complaint and investigation files. Docu- Office performing Army-wide staff respon­
ments relating to complaints and investigations in connection sibility: Destroy 5 years after comple­
with offpost housing. Included are complaints from military tion. 
personnel and owners or operators of housing facilities, in- Other offices: Destroy 2 years after com­
vestigative data, fact statements, acceptance statements, pletion. 
withdrawal notices, and similar documents. 
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File No.	 Description 

1511-10 Realtor Listing Files. Documents consisting of cards reflecting 
approved realtors and their available housing. They accumu­
late in Army housing referral offices. 

1511-11 Specific Rental Actions Files. Documents relating to specific 
actions taken to provide offpost rental housing for Army per­
sonnel. These files accumulate in housing referral offices 
Army-wide. Included are DD Forms 1668 and 1670, and 
similar or related documents arranged by name folders. 

* 	1511-12 Furnishings, equipment inventory, and management files. 
Documents relating to the management of furnishings for 
family and bachelor housing and transient quarters. Included 
are inventory reports of all types of household furnishings 
and equipment; planned procurement and redistribution of 
assets; approvals for redistribution of housing excesses; cost 
comparison analyses; and related documents. 

* 	1511-13 Family housing maintenance, repair, incidental improve­
ment, and minor construction project files. Documents ac­
cumulated in the review and approval of projects for mainte­
nance, repair, incidental improvement, and minor construc­
tion of family housing. Included are requests for approval, 
technical reviews, approvals, specifications, plans, estimates, 
cost analyses, economic analyses, environmental impact 
statements, cost control records and related documents. 

* 	1511-14 Family housing new construction and line item improvement 
files. Documents accumulated in planning, development, de­
sign, and construction of new family housing projects and 
remodeling, conversion or addition to existing structures. In­
cluded are land use studies, economic analyses, environmen­
tal impact statements, plans and specifications, and related 
documents. 

* 	1511-15 Family housing project status reporting files. Documents ac­
cumulated that report the status of current projects. In­
cluded are quarterly reports under the FHMA/BP 1800 and 
1900 programs, and related documents. 

1 February 	1980 

Disposition 

Destroy individual cards when no longer 
needed for current operations. 

Destroy name folder when individual has 
moved to Government housing or 
another military installation, or on sep­
aration from the service. 

Offices performing Army-wide responsi­
bility: Destroy after 5 years. 

Other offices: Destroy after 3 years. 

Offices performing Army-wide responsibil­
ity: Destroy 3 years after completion of 
project. 

MACOMs: Destroy 1 year after completion 
of project. 

Other offices: Destroy 3 years after com­
pletion of project. 

Offices performing Army-wide respon­
sibilities: Destroy 3 years after comple­
tion of project. 

Other offices: Destroy 2 years after com­
pletion of project. 

Destroy after 1 year. 
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1512 ENVIRONMENTAL POLLUTION FILES 

These files relate to action taken within the Army to abate environmen­
tal pollution. 

File No. Description 

1512-01 Environmental pollution abatement files. Documents relating 
to the criteria, practice, and application of measures to pre­
vent water, air, noise, or ground pollution or to abate such 
pollution as may exist. Included are inventories of sources of 
pollution, annual report describing progress in accomplishing 
objectives of environmental pollution abatement plans, and 
related or similar documents. 

1512-02 Environmental pollution complaint files. Documents relating 
to complaints regarding alleged environmental pollution by 
activities at Army installations. Included are letters of com­
plaint, investigations, or studies; replies to complaints; and 
similar or related documents. 

1512-03 Water pollution 
1512-01. 

abatement files. Rescinded. Use file number 

1512-04 Water pollution complaint files. Rescinded. 
1512-02. 

Use file number 

1512-05 Environmental pollution supervisory files. Documents main­
tained by Corps of Engineer division offices that duplicate 
the files maintained in subordinate offices, as described 
herein. 

Disposition 

Offices performing Army-wide staff re­
sponsibility: Consolidated or summary 
reports: Permanent. 

Other offices: Destroy when superseded, 
obsolete, or no longer required for refer­
ence, whichever is first. 

Destroy 10 years after close of case. 

* 	 Destroy when no longer required for 
current operations or 1 year after the 
prescribed cutoff for the District, 
whichever is sooner. 
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C 10, AR 340-18-15 1 February 1980 

1513 BASIC ENGINEERING DATA FILES, 

These files contain background material and basic technical data used for 
the preparation of reports; studies, formulation of programs; comprehensive 
plans for the design, construction, and operation of civil works projects; and 
the design and construction of military construction projects; but exclusive of 
studies relating to a specific project. These files have continuing reference 

File No. 

* 1513-01 

* 1513-03 

value. 

Description 

Basic topographic data files. Benchmarks; horizontal and ver­
tical control data, traverse computations, triangulations, and 
topographic surveys; geodetic, hydrographic, and cadastral 
data; solar and stellar observation computations; aerial 
photographs; tracings; maps and drawings; field survey 
books, and related data. 

"I, kcstý -'st,
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Climatological data files. Data pertainirn 
evaporation, transpiration, wind velocity 
and other climatological data compiled 
flood and storm studies; weather bulletir 
data (including environmental research an 

Hydrological and hydraulic data files. Data relative to dis­
charge measurements and ground water levels, surveys, 
stream and tide gage observations, pollution studies, silting 
and sedimentation, salinity studies, beach and bank erosion, 
and wind and wave action. 

Disposition 

OCE: Destroy when superseded or obso­

lete.


Field offices not converting data to mi­
croform: Permanent. Retire after refer­
ence needs have been exhausted or suffi­
ciently minimized. 

Field offices converting data to microform 
under an approved MICRODIS: 

a. Original documents: Destroy after 
verification that the microform meets 
prescribed quality standards and that 
the microform is an adequate substitute 
for the original documents. 

b. Original silver halide, or duplicate 
silver halide, microform and one diazo or 
vesicular copy: Permanent. 
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OCE: Detroy when Aperseded or obso 
lete.A 

Field offices not converting data to mi­
croform: Permanent. Retire after refer­
ence needs have been exhausted or suffi­
ciently minimized. 

Field offices converting data to mi­

croform under an appiroved MICRODIS:


a. Original documents: Destroy after -/? 
verification that the microform meets 
prescribed quality standards and that 
the microform is an adequate substitute 
for the original documents. 

b. Original silver halide, or duplicat 
silver halide, microform and one diazo or. 
vesicular copy: Permanent. 

c. Other microform copies: Destroy

when no longer needed for current oper­

ations.


1513-04 Geological and soil data files. Data sheets on tests and core 6- OCE: Destroy when superseded or obso­
borings, test pits, tunnels, and shafts; blasting pattern and lete. 
blast effect tests; pressure tests; test grouting; field pumping )Field offices: Permanent. Transfer and re­
tests; laboratory analyses on soils and rock; and comparable 
data. 

1513-05 Economic data files. Documents pertaining to crop values and 
distribution and flood plain areas by acres, such as computa­
tion sheets of crop and structural losses, crop and structural 
curves, specific economic flood backup data, and maps. 

tirement procedures for basic topo­
graphic data files are applicable. 

Field offices: Permanent. Transfer and re­
tirement procedures for basic topo-

Sgraphic data files are applicable. 



ZEADWUARTERS 
DEPARTMENT OF THE A1RY 
WASHINGTON, DC, 2 February 1980 INTERIM CHANGE 
'R 340-18-15 
INTERIM CHANGE 
NO. 101 
EXPIRES 2 February 1981 

Office Management

Maintenance and Disposition of Facilities


Functional Files


This interim change reinstates file numbers 1514-01 through 1514-07 which 
were inadvertently dropped by Change 10, AR 340-18-15; reduces the retention 
period for file numbers 1519-16, 1522-15, and 1525-05; and rescinds file 
numbers 1522-12, 1522-13, 1522-14, and 1522-16. .. It expires 1 year from date 
of publication and will be destroyed at that time unless sooner superseded 
by a formal printed change; is being distributed by 1st class mail through 
the publications pinpoint distribution system to all holders of AR 340-18-15; 
is, as an interim measure, issued in other than page-for-page format; and 
will be included in Change 11, AR 340-18-15. 

Page 27, the following is added between file number 1513-05 and file number 
1514-08: 

1514 ENGINEERING INVESTIGATIONS AND STUDIES FILES 

These files consist of general and special studies and include technical 
data, such as reports, laboratory investigations, and test results. These data 
are used in the formulation of programs and comprehensive plans for the 
design, construction, and operation of projects. 

File No. Deicrlpgion Dieposilion
1514-01 Investigational study correspondence files. Correspondence OCE: Permanent. Retire after 5 years. 

relating to the overall development of general and special Field oflices.: Destroy after 5 years. 
studies, investigations, and reports, but exclusive of specific 
files described herein. 

1514-02 Investigational project files. Documents pertaining to inves- OCE: Deztroy reports of inves.tigation 
tigational projects relating to hydraulics, hydrology, struc- when superseded or obsolete. De­
tural design, electrical and mechanical design, geology, stroy remaining files 2 years after 
soils, concrete, pavements, bituminous materials, and ma- completion of study. 
terials for building construction. Included are laboratory Field offices: Permanent. Cut off on 
tests, model studies, investigations, technical reports, and completion of study. Retire after 10 
related correspondence necessary to the preparation of years. 
design criteria, manuals., or technical publications on design 
and construction. 

Note: Model studies perTaining to specific projects 
should be filed in the civil works project files (file number 
1518-01). 

1514-03 Investlgational program control files. Corre.pondence, cal- OCE: Permanent. Cut off on completion 
culations, field test records, reports, and related papers of project. 
accumulated in establishing and maintaining control over Other offices- at the Army staff: De-
investigational programs; field tests conducted under stroy when superseded, obsolete, or 
contract with architectural engineering firms, investiga- no longer required for reference, 
tional agencies or laboratories, or by working fund agree- whichever is first. 
ments with other Government agencies to obtain data and 
information necessary to the preparation of design cri­
teria; and manuals or technical publications on design and 
construction. 
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1514-04 Investigation status repo Ing files. Model study requirenme OCE; De.troy after 1 year. 

or other laboratory invesz.ation reports and status u1n­

obligated and unexpected be fnees of civil works nds.


1514-05 Pavement and cold regions labor ry files. ocuments re- Laboratory revpon:-ible for conducting

lating to the preparation of airfield p 'en t evaluation and investigation and test: Permanent. Cut

failure reports and cold regions i tigative tests and off when no longer used for current

reports. Included are reports, su orting ata, and related studies and investigations.

correspondence. Other offices: Pavement evaluation re­


ports: Destroy when superseded by a 
new report or no longer needed for 
reference. Pavement failure reports: 
Destroy 5 years after correction of 
failure or determination that correction 

ill not be mniade. Supporting data: 
D stroy when no longer required for 
future evaluation. 

1514-06 Laboratory test reporting files. Copies of laboratory test re- Destroy after 3 years. However, concrete

ports maintained by laboratories and relating to specific test data and reports relating to un­

construction projects. usually significant tests may be re­


tained until no longer needed for future 
reference. 

1514-07 Division laboratory reporting files. Reports covering activities Destroy when no longer needed for

at division laboratories indicating special investigations, current operations.

acceptance tests, new developments, and comparable

matters.


Is@ 49 --- rsoiffl;6Fo!l "' a 

519-1 	 Water supply storage ace contract Long te contracts: 
files. 	 Contracts b ween the US 6 year after removal of th 
Government and st es or local in- st ure, abondonment of p *0­
terests, enter into under the j , or after the US Gov 1­

provisions o ublic Law 85-500, ent discontinues opera n of 
to include torage space in reser- the project. 
voirs to mpound water for thei Short term contract Dest .oy 

use. 	 cluded are long term - 6 years after te nation o Sthe 
tra , 	 which continue in f contract. 
f ce and effect for the ysical 
ife of the project, a short term


contracts, which prov e for temp­

orary needs, and r ated documents.


4LJhF4- -S 
] age 46, change file n ers 1522-12, 1522-13, 2-14, and 1522-15 as 
ollows:


522-12 	 Fill an ank protection permit Rescinded. Use fil number

files 1522-15.


522-13 ck permit files. 	 Rescinded. e file number

1522-15.


OSPMGO 4 SL_-_ I - J - T -- p`1 %1 ; 

2 
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I Dispositrom 

File So.o. 

1513-05 Economic data files. Documents pertaining to crop v'.a"es and Field offices: Permanent. Transfer and re­

distribution and flood plain areas by acres, such as computa- tirement procedures for basic topo­

tion sheets of crop and structural losses, crop and structural graphic data files are applicable. 

.. a._.~curves, specific economic flood backup data, and maps.- -08 7 Cooperative program files. Documents pertaining to coopera­

1514-09 

1514-10 

1514-11 

1514-12 

'.J(..•,4 

1514-13 

1514-14 

1514-Ol


1514-02 

1514-03 

tive programs, such as stream gaging, snow surveys, hy­
drometeorological and hydroclimatic networks, and similar 
cooperative programs. 

Storm study files. Studies of storm of major flood-producing 
potentialities. Included are preliminary and final storm 
studies and related correspondence. a K 0 

Sedimentation activity reporting files. Report notes on 
sedimentation activities and related correspondence. 

Reservior sedimentation data files. Reservior sedimentation 
data summaries, reports of sedimentation survey, and di­
rectly related documents. 

Reservoir regulation manual files. Established plan for the 
functional operation of each reservoir. 

1 oLel.oe:These files, when maintained by field offices, are 
S (nsidered project operations and maintenance files. 

Reservoir regulation chart files. Charts and related corre­
spondence submitted on all flood control, navigaticn, and 
multiple-purpose reservoirs. 

Engineering investigations and study supervisory files. 
Documents maintained by Corps of Engineer division offices 

that duplicate the files maintained in subordinate offices, as 
described in this category. 

1514 ENGINEERING INVESTIGATIONS AND 

OCE: Destroy after 12 years. 
Field offices: Destroy after 6 years. Cut off 

annually, or on completion of program, 
as applicable. 

Perman t. R n in CFA until discon­
tinuanc the function, except that 
preli na studies will be destroyed on 
co etion of a final study. 

OCE: Destroy after 1 year. 
Field offices: Destroy after 2 years or on 

discontinuance, whichever is first. 

* 	Destroy after publication of information 
in periodic reports prdpared by the Sci­
ence and Education Administration, De­
partment of Agriculture. 

OCE: Permanent. Retire on discon­
tinuance of operation of ,es voir. 

U17 Ce_r 1-7 "S-' ••, {5oJe 

OCE: Destroy after 5 years in CFA. 

* 	Destroy when no longer required for 
current operations or 1 year after the 
prescribed cutoff for the District, 
whichever is sooner. 

STUDIES FILES 

•k........... . . •. . . . .


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


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

......,.. .........0. .


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

T.. .. v v...... •..... 

........,...............


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


:.: ... ::...... ..


.,,. 4 ........ *......


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

.•.............•. ....


.v....................


= ...........===
=== 


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


=. ,. .. ..... ... .. . . 

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


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


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


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

.;.. .. ...........


,.............. . . .

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


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


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

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

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


*. ..........
......... 


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


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


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


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

.........

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

.•...................


•........•... ..... . .


........ •., .....


.. .. .. ..


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


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

1....-.I.......... ......

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

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

, tudiee Lnd include technicalThese files consist of gener.al ad epecial 

data, such as reports, labora.tory investigations, and test results. These data 

are used in the formulation of programs and comprehensive plans for the 

design, construction, and operation of projects. 

Investigiatioinal stuily correspondecC fles. Corre"pondvnce 

relating to the overall devclopmetit. of geunral &nd Ppecial 

studies, Investiga-tions, and report', but cxcluaive of ,pecific 

files described bcherein. 

Investigatlonal project fles. Doc.umenti pertaining to invet­

tigatlonal projects relating to hydraulics, hydrology, strue­

turil design, electrical and niechanicsl design, geology, 

soils, concrtte, paveme,nts, bituminous ruattrisls, &d nis,­

terials for building construction. Included are liboratory 

tents, model studics, investigation., technical reports, and 

related correspondence recessary to the preparation of 

design criteria, manual!, or technical publications on de.sign 

and construction. 
Note: 'Model studies pe?raining to tpecifie prcjectts 

should be filed in the civil works project files (file number 

1318--01). 

control files. Corre-poudcnc, cal-
Investigational program 

culations, field teit records, report-, aud related papers 

accumulated in establishing und nmaintaini:ng control over 

Investigational programs; Ecld tests conducted under 

contract with architectural engineering firni.rms, i:nveiga­

tional agencies or laboratories, or by working fund agree­

nents with other Government agencies to obtain data and 
formation necesary to the prept-aration of design cri­

eria; and manuals or tethj•nical publications on dcAign and 

ronAt ruet lon. 

OCE: Perm encnt. Retire after 5 years. 
Field ofict-i: Destroy after 5 yis.f. 

OCE: )De:Lroyreports of i:vestigation 
whon 
stroy 

supereded or 
remaining fUes 

obsolete. 
2 years 

De 
after 

completion of study. 
offField offices: Permanent. Cut on 

comnpletion of study. Rletire after 10 
years. 

OCE: Permanint. Cut off on completion 
of project. !7 

Other ofihccA* at the Army staff: De­
etery when iupcrseded, obsolete, or 

no longer required for reference, 
whichever ik firt. 

C' - D -n..o, ofi,r I year. 
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1515 MILITARY PLANNING, DESIGN AND CONSTRUCTION ..............


These files relate to providing complete staff work on all phases of ac­
tivities dealing with military construction and the repair and maintenance of 
Army installations, Air Force construction, and other Government agency 
construction as assigned by the Secretary of the Army. They also include 
files maintained by field elements which relate to military construction 
projects. .......... ,•.


co 5ý &D-6tFile No. 

1515-01 

1515-02 

1515-03 

1515-04 

-515-05 

Military planning, design, and construction correspondence L-OCE: Permanent,N .M. afterZyears. 
files. Documents relating to the overall function of planning, 
designing, and construction of projects for the Army, Air 
Force, and other Government agencies (as assigned), but ex­
clusive of specific files described herein. 

Design development files. Documents relating to the de­
velopment of design of emergency, modified emergency, 
semipermanent, and permanent types of standard buildings, 
structures, and other facilities. 

Design and construction investigation files. Documents re­
lating to the investigation of design and construction prob­
lems occuring during and after completion of construction, 
but exclusive of specific files described in subfunctional cat­
egory 1514. 

Specification development review files. Official recommen­
dations, comments, and concurrences obtained in coordina­
tion with other OCE elements and other agencies for proc­

- essing of Federal specifications, military specifications, 
simplified practice recommendations, and military stand­
ards. 

* Standard design files. Original standard drawings (or mi­

. Other offices: Destroy after 5 years. 

9;1 /,/ 
OCE: Destroy after 4 years. Cut off on


completion of design.


OCE: Destroy after 4 years. Cut off on

completion of investigation.


Offices performing Army-wide staff re­

sponsibility: Destroy after 10 years.


Other offices of the Army staff; Destroy

after 2 years or on discontinuance,

whichever is first.


OCE: Permanent. Cut off when super­

seded or obsolete. Original drawings will

be destroyed if a approved microfilm


............... ...-..-.-...


S.................
;:;;;
..................


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


.:.........-o..-.,....


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


v.v..'.'.'..'.v.v..'. 

'.- A 4-9 Z-1. crofilm thereof), standard specifications, and design analyses 
prepared under the supervision of the Chief of Engineers by 
OCE and Corps of Engineer division and district offices; per­
taining to emergency, modified emergency, semipermanent 
and permanent types of standard buildings, structures, or 
other facilities. 

1515-06 Standard design reference files. One full size reproducible 
copy or microfilm negative of standard drawings; standard 
specifications; and design analysis. 

1515-07 * Division and district standard drawing files. Original 

P' N- •o -•4- standard drawings (or microfilm negative thereof) pertaining 
. to standard construction within a division or district and ex-

clusive of files describld as standard design files above, 

1515-08 Guide specification files. Specifications and related corre-n 
spondence used as guides for military construction contract 
specifications. 

1515-09 Drawing approval files. Preliminary and contract drawings, 
design analyses, and related papers forwarded by field in-
statlltinsntort the Chief of Envineers for apDroval. 

has been made. ee 2-o7'et ts, 
Field offices: Return original drawing to 

OCE after 1 year, or when necessity for 
changes has been minimized. 

Field offices: Destroy when superseded, 
obsolete, or no longer required for refer­
ence whichever is first. 

Field offices: Per manent. Ct off on sup­
pression or obsolescence. Oi t E~F7 

Original drawings reduced to microfilm 
negative will be destroyed on approval 
of film.Z5I­

su er­
ete. r 

ce W eof 
atr 2 years an dspecifications when 

OCE: D stroy 1 year aer approval or dis­

approval. Earlier destruction is au­

thorized. .


I 
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.. .. . .. . . . ....................................
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File No. Description Disposition 

1515-10 Cost estimating files. Reports of bid analysis, estimates, Office performing Army-wide staff respon­
studies, and similar documents received from field and Head- S sibility. Destroy on discontinuance of the 
quarters, Department of the Army agencies, and from ar­ function to which they relate. 
chitect engineers. 

1515-11 Abstract of bid experience files. Abstracts of bids submitted Office performing Army-wide staff respon­
by district offices and used as a basis for accumulating data sibility: Destroy after 2 years. 
on bid experience for military construction. 

1515-12 Project authorization files. Documents describing work to be OCE: Design Directives: Destroy after 5 
performed, cost limitations, and authorizing funds for obliga­ years. Construction directivesDDestroy 
tion. Included are design and construction directives issued 10 years after physical completion of the 
by OCE to engineer field offices and directly related papers. last construction project covered by a di-

Note. Copies of directives accumulated by field offices or rective series. 
that support other functions are filed under other appropriate 
file numbers. 

1515-13 Military construction project files. Documents relating to the OCE and OTSG: Destroy when super-
planning, design, and construction of specific projects or seded, obsolete, or no longer needed for 
properties that are not listed in the NationalRegister of His- reference. 
toric Places or qualified for such listing. Included are au- Other offices of the Army Staff and major 
thorizations, justifications, tests, investigations, geological and intermediate command headquar­
investigations, cement and concrete reports, foundation re­ ters: Destroy 2 years after completion of 
ports, logbooks, construction field layout books, computa­ project. 
tions and cross-sections, relocations, analyses of design spec­ ( Field offices: Destroy 10 years after com­
ifications and addenda, original tracings, as-built drawings, "pletion of project, except that analysis of 
stop drawings, progress photographs, inspection reports, design will be retained until project is 
completion reports, and related documents. (Also see file abandoned or passes from DOD control. 
number 1515-23) 

Note. As-built plans, including original tracings, site plans, 
reservation maps, reproducible copies of standard drawings 
indicating the "as-built" changes, final approved shop draw­
ings, copies of construction contracts, specifications, and 
copies of final design analysis will be transferred to the using 
service after acceptance of the facility. 

1515-14 Minor and troop construction project files. Documents relat- Office having responsibility for awarding 
ing to minor construction projects (AR 415-35) and construc­ contract or for execution of the work by 
tion projects accomplished by troop units in oversea areas. other means: Destroy 10 years after 
Included are approvals, authorizations, justifications, tests, completion of project. 
investigations, geological investigations, cement and concrete Other offices: Destroy 2 years after com­
reports, foundation reports, logbooks, construction field lay­ pletion of project. 
out books, computations and cross-sections, relocations, 
analyses of design, specifications and addenda, original trac­
ings, "as built" drawings, shop drawings, progress photo­
graphs, inspection reports, progress reports, completion re­
ports, similar documentation, and related correspondence. 

Note. "As built" drawings, including original tracings and 
standard drawings reflecting "as built" conditions; site plans; 
analyses of design; reservation or similar maps; final ap­
proved shop drawings; copies of construction contracts; and 
specifications will be retained by or transferred to the using 
service on completion of the project. 

29 
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1December 1979 
File .o. SDeseription 

1515-15 Canceled project files. Military construction project files or 
parts thereof that have been canceled. 

1515-16 Completed military project reference files. Copies of mod­
ified standards, specifications, completion reports, and "as 
built" drawings (or microfilm negatives thereof) which may 
be retained in engineer district offices after destruction of 
other military construction project files. 

1515-17 Military procurement action reporting files. Documents in­
dicating the status of military construction and architec­
tural engineering contract awards submitted by contracting 
officers of field agencies to heads of procuring agencies. In­
cluded are procurement action reports, changes to reports, 
completion reports, and related papers. 

1515-18 Procurement action summary and special reporting files. 
Progress summaries and special operating reports relating 
to military construction. 

1515-19 Progress reporting files. Progress reports submitted by field 
agencies for each construction project or line item of con­
struction, or acquisition of real estate, including advance 
design reports. 

1515-20 Construction inspection reporting files. Reports covering 
field inspections performed to provide technical guidance to 
field agencies and to assure adequacy of current criteria for 
construction in progress. 

1515-21 Food processing facility files. Files relating to requests for 
establishment; discontinuance; expansion of central meat 
processing facilities, pastry kitchens, and garrison bread 
bakeries, and approvals thereof; inspection of facilities; and 
related papers. 

1515-22 Military construction supervisory files. Documents main­
tained by Corps of Engineer division offices that duplicate 
the files maintained in subordinate offices, as described in 
this category. 

*1515-23 Military construction project files. Documents relating to 
the planning, design, and construction of specific projects or 
properties listed in the National Register of Historic Places 
or properties qualified for such listing (AR 200-1 and TM 
5-801-1). Included are authorizations, justifications, tests, 
investigations, geological investigations, cement and con­
crete reports, foundation reports, logbooks, construction 
field layout books, computations and cross-sections,-reloca­
tions, analyses of design, specifications and addenda, origi­
nal tracings, as-built drawings, shop drawings, progress 
photographs, inspection reports, and related documents. 
(Also see file number 1515-13) 

C 9, AR 340-18-15 

Disposition 

Files relating to canceled underground 
storage projects: Destroy 20 years after 
cancellation. Retire after 5 years. 

Other files: Destroy 10 years after cancel­
lation. Do not retire. 

Destroy when project is abandoned or 
passes from military control. Earlier de­
struction is authorized. 

Offices of Army staff: Retain in CFA. De­
stroy after 10 years or when all moneys 
under applicable appropriation have 
been expended, whichever is first, ex­
cept change order reports will be de­
stroyed on receipt of succeeding report. 

Field offices: File with and dispose of with 
related contract file. 

Office performing Army-wide staff respon­
sibility: Prcr.mancnt. R,ti, vi, di-on­
f;nianec of ti3 t 

OCE: Published reports, final reports 
prior to Jan 60, and monthly reports 
after Jan 60: Permanent. Cut off on 
completion of project. Monthly reports 
prior to Jan 60 and supplemental re­
ports: Destroy after 2 years or earlier as 
they have served their purpose. 

Field offices: June or final report; Destroy 
after 5 years. Other reports: Destroy 
after 1 year. 

Destroy after 6 years. 

*Offices performing Army-wide responsi­
bility: Destroy after 10 years. 

Other offices: Destroy after 2 years. 

Destroy when no longer required for cur­
rent operations or 1 year after the pre­
scribed cutoff for the District, whichever 
is sooner. 

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

SOther offices of the Army Staff and major 
and intermediate command headquar­
ters: Destroy 2 years after completion of 
project 

SField offices: Permanent. _ ­

6A 
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....
1516 CIVIL DEFENSE PLANNING AND PROGRAMMING 

-." . -.... 

SUPPORT FILES • '-. ....- .-........


These files relate to engineering support and technical assistance pro­
vided to state, county, and municipal civil defense organizations for the Civil 
Preparedness Agency, Office Secretary of the Army. More specifically, these ' ------"!: .:--­

files relate to the planning, conduct, and administration of programs for sur­
veying, analyzing, licensing, and marking buildings and structures for use as 
fallout shelters; for developing community shelter plans that match shelter 
spaces with people, identify deficit shelter areas, and provide for other sur­
vival measure instructions; and developing, testing, and evaluating the con­
struction of experimental protective structures to advance the state of the 
art. These files are accumulated principally by OCE, Engineer Divisions, and 
Engineer Districts. 

FileNo. Description . Disposition 

1516-01 Community shelter planning files. Documents relating to Destroy 6 years after completion or termi­
the development and the adoption of plans for and by coun- nation of project. 
ties and municipalities. These are project-type files that 
identify shelters, match people with shelter spaces, provide 
for public dissemination of emergency action instructions, 
and establish other measures necessary in connection with 
community fallout shelter planning and operations. In­
cluded are minutes of meetings with local officials, copies of 
local government proposals and contracts resulting there­
from, copies of planning step reports and related coordina­
tion actions, memorandums regarding local ordinances 
adopting the plans, copies of final plans, and similar or re­
lated documents. 

516-02 Community shelter survey and inspection files. Documents Destroy when facility is no longer used as

relating to surveying, licensing, and marking public or pri- a shelter.

vate buildings and structures for use as fallout shelters. In-......:

cluded are data collection forms reflecting dimensions, con­

struction materials, location, and other identifying features;


.....packaged ventilation kit data collection forms; facility 

sketches; facility licenses or agreements; shelter sign post­

ing records; manual analyses; trapped water, sewage, tele­

phone, and food survey reports; and similar or related

documents.


1516-03 Community shelter progress reporting files. Documents re- *Office requiring report: Consolidated 
flecting status and progress of the community shelter pro- Reports: Destroy after 10 years. Feeder 
gram. Included are reports identifying participating com- reports: Destroy 1 year after consolida- ::: 
munities, date of contract negotiations, date of receipt of tion. " 
step reports, status of fallout shelter program, dollar value Offices submitting reports: Destroy after 2-r : 
of contracts, and similar reports and data. years. 

.2..:.'.'.:.. ..........:: : ....... . 

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

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

.......... .............. ........... ............ ............ 
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14 August 1969 	 AR 340-18-15 

", 1517 CIVIL WORKS PLANNING FILES , -7 - . 

These files relate to the development of long range comprehensive plans - 1' " 
for effective conservation; development and use of water and related land , 
resources; comprehensive river basin studies; planning, research, and de­
velopment in the areas of fish and wildlife conservation, forest and water­
shed management, _and environmental beautification; and planning for 
protection of shore areas from erosion and hurricanes. 

File No. Deecriptio% .D{oj 	 " i.­
1517--01 Civil works planning and development correspondence files..& OCE: PerrnmneTitCkr¢ 444r2,0 T' ... 

Documents relating to the long range planning and de- Field offices: Destroy after 5 years. 
velopment of civil works activities, but exclusive of specific 
files herein. h /7 

1517-02 Conservation of natural resource files. Special studies, re- Permanent. Cut off on completion of 
ports, investigations, and related documents dealing with report, study, or investigation. Re-
conservation of resources and pertaining to power develop- tire after 5 years. C 4 

.	 ment, flood management, fish and wildlife, forests, soil . .

erosion control, beach erosion control, pollution, public.. 3trk-(4D7

health and sanitation, water hyacinths and other aquatic 07 --
O . 
plants, and agricultural land use. 

1517-03 Engineering liaison files. Documents relating to liaison with OCE: Permnnw-ntf 
private industry, other Government agencies, and techni- Field offices: Permanent. Cut off on 
cal societies. The purpose is for developing, correlating, completion of related program. Re-


and exchanging technical information relative to water tire when reference needs have been

resources development, flood plain management, conserva- rninimli_

*tion of natural resources, improvement of materials and . ___


design,* and similar matters, but not in connection with ..


specific projects. Included are conference records, pamph- ... . ­

lets memos, -correspondence, and similar or related doeu- .


ments. 	 -. 
1517-04 Flood plain management data files. Basic data ertaining-to OCE: Destroy when superseded, or 

the flood, plain management program, such as lists of obsolete. 
urban places, flood proofing, flood data, maps or areas Field offices: Permanent Transfer to ­

subject to flooding, evaluation of programs, and com- REHA when superseded, obsolete, or 
parable data.:. --. published in other media. Retire- ­

ment may be made to the records 
center after local determination that 
reference needs have been exhausted 
or sufficiently minimized. 	 ­

1517-05 Flood plain management services study files. Correspond- OCE: Reports of investigation: De­
ence, calculations, reports, and related papers dealing with stroy when superseded or obsolete. 
special, preliminary, and final flood plain investigation R:rmanining files: Destroy 2 years__ _ 

-reports, and technical services reports for specific projects - fter completion of,-study. .. 

or locations. : . . . Field offices: Permanent Cut off on 
completion of sTady. Retire after 10 
years.. 

1517-06 Flood plain management assistance files. Documents relating OCE: Permanent ­

to flood plain management technical service given to Fed- Field offices: Destroy after 10 years. 
eral, State, and local agencies. Included are requests for"" ­
flood hazard information, assistance and guidance on the 
use of flood data, data furnished, and related or similar 
documents.4 

1517-07 Flood plain management information reporting files. Docu- OCE: Permwnen+ Cut off when super-...

ments relating to information reports on flood plain seded or obsolete........

management. Included are reports and directly related Field offices: Destroy when super-

papers. 	 seded or obsolete. 
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-08 Survey report files. Documents relating to the preparation, 
processing, and submission of reports to Congress on 
surveys, and review reports for rivers and harbors, flood 
control improvements, cooperative beach erosion control 

"studies, hurricane flood studies, and other reports in con-
nection with the planning and authorization of civil works 
projects. Included are study cost estimates, reports with 
appendixes and exhibits, record of public hearings, report 
of field conference, notices, published Congressional docu-... 
ments, and related correspondence. 

1517-09 Survey report status files. Summary of board action, state-

ment of decisions and monthly status report on preliminary

exarninations axid surveys in the stage between receipt of 

advance copy and submission to OCE after board action.


1517-10 Agency project review files. Survey reports and work plans 

pertaining to proposed projects of other Federal agencies. 


--- . 

1517-11 Master development plan files.f-ocuments pertaining to the 
J2 -' 3 administration and development of project land and water 

areas consisting of the master plan, full scale maps, and.-:')of-),r.~8 elated papers. -

1517-12 /nternational -Joint Board file Documents relating to the 
activiites of the 7US. Sections of international boards, 
established by the International Joint Commission at the 
request of the Govrn-mn? ts -of the United States and" 
Canada or Mexico to conduct special studies and investi-" 
gations concerning boundary waters. Included are minutes 
of board mneetings, public motices,:transcripts of public'­
hearing and procee,ings, board-3mogress reports to Inter-
national Joint Commission, instructions and policy state--
ments, reports of inspection trips, supplemental reports, 
final 2-eports of boards and T-n+ernv+icnl Joint Commis-
Sion, and related correspondence. . - ... 

- 1517-13 Civil worls small project files.--Docmments pertaining to 
Small Flood Control Projects authorized under See 205, 
1948 Flood Control Act; Small Beach Erosion Projects 

. authorized under Sec 103, 1962 Beach Erosion Act; and 
Small Navigation Projects authorized under Sec 107, 1960 
Rivers and Harbors Act. Included are detailed project re­
ports, reconnaisance reports, design memos, related cor­
respondence, and similar documents. 

1517-14 Civil works supervisory files. Documents maintained .by 
Corps of Engineer division offices which duplicate the files 

I................... .....• .................... " e ". ................ ............... ....... &4s.. s t s :;; Z•Z.; Z•:


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


14 August 1969 :'-:-­

OCE: Permanent Cut off on publica- - . 
tion in congressional documents. ­

Field offices: Permanent Cut off on 
completion, deauthorization, or un-,' 
favorable report of project Hold in 
RHA until locally determined that 
reference needs have been ez­
hausted. 

OCE: Destroy when obsolete. 

OCE: Destroy after 2 years, except 
that related correspondence is per-z -­

manent. 
OCE: Permnnent Retire on discon­

tinuince ol project. &-'PerC"­
y? 

OCE: Permanent. Retire on dison­
tinuance of the Board. 

.
17, 

-

. - . . . 

OCE: Permn• .-.n 
Field offices: Permwnent Retire 86. 

years after completion of project. 

•estroy 1 year after the prescribed 
cut off for the subordinate office 

mnsinr+.ned by. subordinate offices, .as described hbereim 
.-... o. 

.copy. 
. . . . 

.Earlier destruction is author­
. - _ua 

ized. 

... . ....... .- ............. ... : . . . . .. .. -.- .-­

,. - : . - .. k . '-.: ... -. . " • - - .- • '. .. - . .v ... . ­, .:-
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1518 CIVIL WORKS PROJECT CONSTRUCTION FILES 

These files relate to the construction of specific projects, including co­
operative projects. They pertain to structures and work related to navigation 
improvement and maintenance; flood control; multiple purpose projects, land 
structures, and relocations; and access roads and parking areas. 

File No. Description	 Disposition 

* 	 1518-01 Civil works project files. Documents created in connection 'OCE: Draft and as-advertised plans and 
with the planning, design, and construction of specific proj- specifications; addenda and change or­
ects. They pertain to structures and work related to naviga- ders; completion reports and contract 
tion improvements and maintenance, flood control, multiple drawings; tests and investigations; 
purpose projects, land structures, relocation, access roads, aggregate and concrete reports; founda­
and parking areas. Included are assurance of local interest; tion reports; PB-2b planning schedule; 
design memorandum; project cost estimates; planning safety inspections; and relocations: De-
schedules; final report; master development plan; analysis stroy 1 year after completion of project 
of design; project index maps; specifications and addenda; except documents pertaining to projects 
original construction drawings and modifications; asbuilt of complex design and scope will be de-
drawings; shop drawings; tests and investigations such as stroyed 3 years after completion of 
aggregate, material, and durability; geological investiga- project. Remaining files: Permanent. 
tions, including borings, soil analysis, etc.; cement and con- F'Field offices not converting data to mi­
crete reports; foundation reports; safety inspections; log- croform:1 Original construction drawings 
books; construction field 'layout books; construction compu- and modifications: Destroy 6 years after 
tations and cross-sections; relocations of roads, railroads, completion of project.-Remaining rec-
bridges, and cemeteries; progress photographs; history of ords: Permanent. Retire 6 years after 
construction; and related documents. completion of project. 

Note: design memorandums, analysis of design, specifica- -Field offices converting data to microform 
tions, addenda, asbuilt drawings, shop drawings, history of under an approved MICRODIS: 
construction, master development plans, and other records a. Original documents: Destroy after 
necessary for operation and maintenance will be retained as verification that the microform meets 
apart of the project operation and maintenance files, file prescribed quality standards and that 
number 1520-03. A 1,•the microform is an adequate substitute 

- #4 (U4 "I 74 for the original documents. 

b. Original microforms depicting 
original construction drawings and mod­
ifications: Destroy 6 years after comple­
tion of project. 

c. Original silver halide, or duplicate 
silver halide, microform and one diazo or 
vesicular copy depicting other documen­
tation: Permanent. 

d. Other microform copies: Destroy 
when no longer needed for current oper­
ations. 

1518-02 Special civil works project files. Correspondence, technical OCE: Permanent. Cut off after 5 years and 
reports, agreements, and related documents pertaining to retire after 5 more years. 
special civil works projects and problems will fall outside 
routine procedures, including but not limited to such projects WOAA +%Ci-S Fti4? 
as the St. Lawrence Seaway, survey of water resources of 
Alaska, interstate pollution control, interstate water re­
sources development compacts, investigation for the control 
of aquatic vegetation in navigable waters, research regard­
ing general mineral resources affected by civil works, and 
projects affecting the interests of numerous Federal agen­
cies. 

1518-03 Civil procurement action reporting files. Documents indicat- OCE: Destroy 6 years after completion of 
ing the status of civil works construction and architectural related contract, except change reports 
engineering contract awards submitted by contracting offi- will be destroyed on receipt of succeed­
cers of field agencies to the heads of procuring agencies. In- ing report. 
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File No. DescriptionA 

cluded are procurement action reports, changes 
completion reports, and related papers. 

to reports, 

1518-04 Procurement 
Rescinded. 

action summaries and special reporting files. 

1518-05 Project and index map files. Documents used in active and 
supervisory control of civil works projects. Included are sets 
of maps consisting of an individual map of each active civil 
works project and index maps showing location of all river 
and harbor and flood control projects. 

Note. District offices will place one copy of each revised 
project map in the civil works project files, file number 
1518-01. 

1518-06 Civil works construction supervisory files. Documents main­
tained by Corps of Engineer division offices which duplicate 
the files maintained by subordinate offices, as described 
herein. 

1 February 1980 

Disposition 

Other offices: File with and dispose of with 
related contract file. 

Destroy on supersession. 

* 	Destroy when no longer required for 
current operations or 1 year after the 
prescribed cutoff for the District, 
whichever is sooner. 
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1 February 1980 C 10, AR 340-18­

1519 CONSTRUCTION CONTRACT FILES 

These files pertain to contracting for design, construction, repairs, 
utilities, operations, and procurement of materials and equipment to accom­
plish construction. 

File No. Deicription 

1519-01 Contract correspondence files. Documents pertaining to mili­
tary construction contracts; architect-engineer contracts; 
civil works construction, maintenance, and operation con­
tracts; and repairs and utilities contracts; but exclusive of 
files specifically described herein. 

1519-02 Contracting officer designation files. Documents reflecting 
the designation of contracting and ordering officers and con­
tracting officer's representatives (military and civil) for de­
sign, construction, maintenance and repairs, and utilities 
contracts. 

1519-03 Contractor qualification files. Brochures, pamphlets, ques­
tionnaires, and related documents pertaining to qualification 
and experience of firms and individuals soliciting services in 
connection with military and civil works design and construc­
tion. 

1519-04 Wage rate predetermination files. Documents relating to the 
predetermination of minimum wage rates for laborers and 
mechanics to be included in contract specifications for mili­
tary and civil construction work. Included are requests for 
wage rates, schedules of classification and wage rates, mod­
ifications, superseded decisions, letter of inadvertence issued 
by the Secretary of Labor, and related correspondence. 

1519-05 Labor relation administration files. Correspondence and 
other documents accumulating from administration of thef 
Contract Work Hours Standards Act, Davis-Bacon Act, 
Copeland Act, or other acts governing labor matters. 

1519-06 Contractor's payroll files. Copies of payrolls submitted by 
construction contractors for use in determining compliance 
with labor acts, laws, and decisions. 

1519-07 Utility contract review files. Documents relating to the review 
of contracts for the purchase and sale of utilities services. 
Included are confirmed copies and other copies of the con­
tracts or supplemental agreements; recommendations relat­
ing to contracts; papers reflecting approval or proposed revi­
sion of contracts; the necessity for continued sale; and similar 
matters. 

1519-08 

1519-09 

Contract review files. Copies of contracts and modifications 
and copies of related records of negotiation furnished to 
higher echelon offices for review purposes, but exclusive of 
utilities contract review files. 
Mi*%\.- C aSX P-Co NNRMilitary construction contract files. These files accumulate 
in various operating elements of an office responsible for 
administration of architect-engineer and construction con­
tracts for military projects. 

Note. Certain files relating to a contract may also ac­
\ 

DisWpositiun 

Destroy after 6 years. 

Destroy 6 years after revocation or super­
session of designation. 

SPerformance evaluation reports: De­

stroy after 6 years. Remaining files: De­

stroy when superseded.


Destroy after 3 years. 

Offices at Army Staff: Copies of wage rate 
decisions made by.Department of Labor: 
Destroy after 1 year. Remaining files: . 

Destroy after 10 years. 
Other offices: Destroy after 6 years. 

OCE: Destroy on completion of review ac­
tion. 

Field offices: Destroy 3 years after final 
payment of related contract. 

Documents relating to open end type pur­
chase contracts and to sales contracts: 
Destroy 2 years after termination of con­
tract. 

Other files: Destroy after 2 years. 

All review offices: Destroy after 6 years or 
when they have served their purpose, 
whichever is first. 

-Office of record. Recordccreated prior to 
2 July 1975: Destroy ýeyears and 3 
months after final payment. 

Records created on or after 2 July 1975: 
Destroy 6 years and 3 months after 
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.e No. Description 

cumulate in offices at other locations when the responsibil­
ity for performance of certain functions is delegated to such 
offices. These offices will be designated as the "office of 
record" and will be responsible for complete documentation 
of the function, in order that duplicate files maintained by 
other elements can be destroyed as reference papers. Rec­
ord files of each operating element will be transferred to the 
records holding area without consolidation with files of other 
elements of the same office or other offices. Documents re­
flecting accounting and control of expenditures made under 
the contract, such as construction authorization, dis­
tribution of fixed-fee vouchers, allotment ledgers, fund 
control registers, reimbursement vouchers, statements of 
Federal and State unemployment tax, Social Security tax 
receipts, travel vouchers, progress reports of liabilities and 
disbursements incurred, bank recapitulations, financial re­
ports, closing statements, and related documents will be 
disposed of with appropriate finance and fiscal files. Plans, 
specifications, analyses of design, and "as built" and shop 
drawings will be disposed of in accordance with instructions 
for military construction project files. Files which relate to 
an unsettled claim, incomplete investigation, or pending 
litigation will not be destroyed until settlement of the claim 
or completion of the investigation or litigation. In addition, 
records pertaining to contracts involved in appeals to the 
Board of Contract Appeals will be held 7 years after date of 
the decision of the Board.. These files include--­
_. a. Records listed in ASPS Nos. 2 and 3, such as preaward 
data, contractual instruments, compensation and insurance 
papers, contractor terminations, contract property account 
records, photographs, notices of award, notices of as­
signment, notices to proceed, stop, and start orders, related 
correspondence, and all documents determined by the con­
tracting officer as essential for completion of the individual 
contract. 

b. Tool and equipment files pertaining to the rental, in­
spection, and repair of equipment, including equipment 
rental agreements, equipment rental records, monthly 
rental equipment reports, summary of rental equipment 
final cost and disposition, report of rental paid on recap­
tured equipment, releases, rental equipment register, 
schedules of Government-owned and contractor-owned 
equipment, and related documents. 

c. Materials inspection files, accumulated in the inspection 
of material, equipment, and.supplies purchased by the con­
tractor for use under contract provisions. They consist of 
receiving and inspection reports, invoices received lists, in­
voice approved lists, copies of invoices quotations, invoice 
register, similar documents, and related papers. 

d. Payroll files, such as copies of contractor's payrolls 
(relative to cost-plus fixed-fee contracts), schedules of wage 
rates, lists of key personnel, records of unclaimed wages. 
postaudit files, time records, and related documents ac­
cumulated in connection with wages paid to contractor's 
employees. 

1519-10 Civil works construction and maintenance contract files. 
These files accumulate in various operating elements of an 

1 February 1980 

Disposition 

final payment.Dioto 
Supervisory and other offices: These are


duplicate files. Destroy 1 year after

final payment or when they have served

their purpose, whichever is first.


S 
...... 

{F_.. 

SContractual instrument files created prior 
to 2 July 1975: DestroyX years and 3 

6 
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. le No. Description 

office responsible for administration of architect engineer 
and construction contracts for civil works projects and con­
tracts for relocation and alteration of railroads, highways, 
utilities, cemeteries, and municipal facilities. Certain files 
relating to a contract may also accumulate in offices at other 
locations when the responsibility for performance of certain 
function is delegated to such offices. These offices will be 
designated as. the "office of record" .and will be responsible 
for complete documentation of the function, in order that 
dplicate files maintained by other elements can be de­
stroyed as reference papers. 

Note. Record files of each operating element will be 
transferred to the records holding area without consolida­
tion with files of other elements of the same office or other 
offices. Record copies of specifications and addenda, and 
original "as built" drawings will be included in files de­
scribed as civil works project files. Files which relate to an 
unsettled claim incomplete investigation, or pending litiga­
tion will not be disposed of until settlement of the claim or 
completion of the investigation or litigation. In addition, 
records pertaining to contracts involved in appeals to the 
Board of Contract Appeals will be held 7 years after date of 
the decision of the Board. These files will be packed and 
shipped in accordance with instructions in AR 340-18-1. 
These contract files include-

a. Contractual instrument files. Contracts and related 
documents pertaining to design, construction, and mainte­
nance of civil works projects. They include preaward data 
and contractual instrument files listed in ASPS Nos. 2 and 
3, daily log of construction, advertising orders, estimates of 
cost, abstracts of bids, accepted and unsuccessful bids, 
notices to proceed, stop and start orders, notices of comple­
tion, progress photographs, related correspondence, and all 
other do'cuments determined by the contracting officer as 
essential for completion of the individual contract. 

Sb. Residual files. Documents other than those defined 
in a above, including wage rate and labor problems, con­
tract. property accounts, consolidated records of the con­
tract work on any job, summarizations of progress over a 
particular period for a specific contract, construction prog­
ress reports, and charts. 

1519-11 Utilities contract files. Documents which pertain to the con­
tracting for facilities engineering work normally adminis­
tered by the post engineer; to the contracting for buying 
and selling utilities services at military installations and at 
Corps of Engineers civil works projects; and to inspection 
and maintenance contracts administered by Army head­
quarters. Included are contracts, delivery orders, invoices, 
service authorizations, and correspondence relating to spe­
cific contracts. Documents relating to an unsettled claim, 
incomplete investigation, or pending litigation will not be 
disposed of until settlement of the claim or completion of 
the investigation or litigation. Delivery orders, service au­
thorizations, or comparable instruments created in connec­
tion with master, open end, or indefinite delivery type con­
tracts will be cbonsidered as separate individual transactions 
and disposition will be based on final payment of the indi­
vidual delivery order, service authorization, or comparable 
instrument. 

C 9, AR 340-18-15 

Disposition 

months after final payment. 
Contractual instruments files created on or 

after 2 July 1975: Destroy 6 years and 3 
months after f ial payment. 

Transfer to the appropriate Federal Ar­
chives and Records Center, after 3 years 
or upon completion of site audit, 
whichever is first. Civil Works Site 
Audit Files, described in file number 
313-02 of the same fiscal year, will be 
transferred together with (but not in­
terfiled with) these files. 

Destroy residual files at time of retirement 
of the contractual instrument files or 3 
years after final payment of the con­
tract, whichever is later. 

Supervisory and other offices: These are 
duplicate files. Destroy 1 year after final 
payment or when they have served their 
purpose, whichever is first. 

Office of record: Record created prior to 2 
July 1975: Destroy years and 3 
months after final payment. 

Records created on- or after 2 July 1975: 
Destroy 6 years and 3 months after final 
payment. 

Supervisory and other offices: Destroy 
upon termination of contract. 
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No. Description 

1519-12 Other agencies contract files. Documents pertaining to the 
sale of power by power marketing agencies from Corps of 
Engineers hydroelectric projects. Included are copies of 
contracts administered by power marketing agency, agree­
ments, and related papers. 

1519-13 Contract appeal files. Documents compiled by contracting 
officers and transmitted through channels to the Corps of 
Engineers Board of Contract Appeals. These files relate to 
appeals by contractors from decisions on disputed questions 
by contracting officers or their authorized representative 
pursuant to appendix A, Armed Services Procurement 
Regulation or Engineer Regulation 1180-1-1. Included are 
aU documents pertinent to the appeal, such as findings of 
facts, and the decision from which the appeal is taken; the 
contract and pertinent plans, specifications, amendments, 
and change orders; correspondence between the parties; 
transcripts of testimony.taken during the course of the pro­
ceedings on the matter in dispute prior to filing the notice of 
appeal with the Board; and such additional documents as 
the contracting officer may consider essential or as may be 
designated by the Board. 

1519-14 Requisition files. Copies of requisitions from field offices, 
shipping orders, and-purchase orders with relating corre­
spondence pertaining to the supply of materials and equip­
ment to military construction projects and maintained by 
offices at the Army staff. 

-15 Expediting case files. Copies of purchase orders, memoran­
dums, and correspondence pertaining to the expediting as­
sistance for construction materials and equipment required 
to complete military construction projects and maintained 
by offices at the Army staff. 

1519-16 Water supply storage space cont ract files. Contracts en­
tered into.under provisions of Public Law 85-500 between

151-.4 1- the US Government and municip alities or industries, to in­0-15­ clude storage space in reservoirs to impound water for their 
use. Included are long term (50) years contracts to be re­
paid over the life of the contract and short term (5 years) 
contracts to provide for temporary needs and related pa-

S ers. 

1519-17 Construction contract supervisor y files. Documents main-
tained by Corps of Engineer divis ion offices which duplicate 
the files maintained by subordinate offices, as described 
herein. 

! 

1 December 1979 
Disporition 

Destroy 6 years after expiration of the 
contract. 

k Z?n 111 U 01A ,I! .@1' 1 " 
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' Destroy after 10

years. Cut off on final decision of the

Board.


SDuplicate files of supervisory offices: De­
stroy 1 year after final decision of the 
Board. 

1/ [ 

Destroy 1 year after scheduled delivery. 

Destroy 6 months after close of case. 

C< 
cL4GcrS. 4 fr-

Long term contracts, Pkl-.mntq-4.. 

"= removal of structlre, abandonment of

project, or VAkr. ~ t.A , • . .. C

C.-• • ' :,,:.. .• :.


Short term contracts: Destroy 6 years

after termination.


Destroy when no longer required for cur­

rent operations or 1 year after the pre­

scribed cutoff for the District, whichever

is sooner


.........
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1514-04 Investlgation status reporting files. Modul sLudy requirements OCJE: De.-troy after 1 year.

or other laboratory investigation reports arind status of un­

obligated and unexpected balance.s of civil works funds.


1514-05 avemrnent and cold regions laboratory files. Documents re- Labora ory rrcpon-.ible for conducting 
ating to the preparation of airfield pavement evaluation and i stigation and test: Permanent. Cut 
Iure reports and cold regions investigative tests and off when no longer used for current 

repo . Included are reporti, supporting data, and rela studies and invetigations.rpo I suis n netiains 

col ther offices: Pavement evaluation re­
ports: Debtroy when superseded by a 
new report or no longer needed for 
reference. Pavement failure reports: 
Destroy 5 years after correction of 
failure or determination that correction 
will not be made. Supporting data: 
De.troy when no longer required for 
future evaluation. 

1514-06 Labo )etroy after 3 years. However, concrete 
po by laboratories and relal test data and reports relating to un­
col usually significant tests may be re­

tsined until no longer needed for future 
reference. 

1514- 07 Dl on laboratory reporting files. Reports covering activities stroy when no longer needed for 
t division laboratories indicating special Inve.tigations, currc-operations. 

acceptance te5ts, new developments, and comparable 
matters. 

Page 40, 	 change file number 1519-16 as follows: 

1519-16 	 Water supply storage space contract Long term contracts: Destroy 
files. Contracts between the US 6 years after removal of the 
Government and states or local in- structure, abondonment of pre­
terests, entered into under the ject, or after the US Govern-
provisions of Public Law 85-500, ment discontinues operation of 
to include storage space in reser- the project. 
voirs to impound water for their Short term contracts: Destroy 
use. Included are long term con- 6 years after termination of the 
tracts, which continue in full contract. 
force and effect for the physical 
life of the project, and short term 
contracts, which provide for temp­
orary needs, and related documents. 

Page 46, change file numbers 1522-12, 1522-13, 1522-14, and 1522-15 as 
follows: 

1522-12 	 Fill and bank protection permit Rescinded. Use file number 
files. 1522-15. 

1522-13 Dock permit files.	 Rescinded. Use file number 
1522-15. 

1522-14 Dredging and dumping permit files.	 Rescinded. Use file number 
1522-15. 
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25 July 1972 C 3, AR 340-18-15 

1520 CIVIL WORKS PROJECT OPERATION 
AND MAINTENANCE FILES 

These files relate to the preservation, operation, maintenance, rehabili­
tation, management, and care of navigation channels and harbors, locks, dams, 
reservoirs, and canals; flood-control reservoirs and local protection including 
channel improvements; and multiple-purpose pr,e,cts including power. They 
also relate to emergency operations such as proteiA',1, clearing, and straighten­
ing channels of navigable waters, and.activities r-,ilting from floods includinc 
repair, flood fighting, and rescue work. o 4(st*__ j 

File No. Description lsposition 
1520-01 Operation and maintenance correspondence files. Documents OCE: Permanent. 

relating to the overall operation and maintenance of civil F•ield offices: Destroy after 6 years. 
works projects, but exclusive of specific files describedv 
herein. 

1520-02 Project operation review files. Documents pertaining to the OCE: Permanent. 
development, review, and supervision of project operations. 
Included are correspondence, Inspection reports, technical 
data, cost estimates (including PB-3), charts, and related 
papers. 

1520-03 Project operation and maintenance basic files. Design mem- Field offices: Permanent. Retire on 
orandums, specifications, analyses of design, "as built" removal of structure, abandonment 
drawings or microfilhn negatives thereof; shop drawings; of project, or when control passes 
master development plans; history of construction, com­ from the Chief of Engineers. 
pleted inspection reports, and related documents; opera­
tion manuals; paint service records; and damn and reser­
voir records, including hydrologic records (rivers flow data, 
in-flow to reservoir, evaporation, temperatures, reservoir 
elevation, tailwater and river elevations, discharges through 
turbines, gates and valves); reports to Federal Power Com­
mission (FPC Form No. 1); and monthly and annual reports 
of operations (including operating statistics, comparable 
documents and related correspondence). 

1520-04 Operation report or log files. Station operation reports or logs Destroy after 6 years. 
concerning electric power generation and transmission facil­
ities and necessary auxiliary equipment; tailwater and 
forebay water level recorder charts; lockmasters daily log; 
visual and sound signaling systems report; diving and divers' 
equipment reports, public use report (number of visitors); 
reports of trespass on Governme;it property; work order 
registers; and similar documents. 

1520-05 Subordinate files. Recording instrument charts other than Destroy after 3 years. 
water levels which include clearance procedures cards and 
records; dispatchers' permits of orders; inspection reports 
except those made a part of the maintenance record; main­
tenance schedule (superseded issues); operating schedules 
(personnel); monthly report on repair party operation; work 
orders; and summary of work in progress (at warehouses); 
and comparable or similar documents. 

1520-06 Dredging schedule files. Documents constituting schedules Destroy when superseded or obsolete. 
maintained by OCE that reflect planned dredging projects. 

1520-07 Hired labor maintenance work files. Documents relating to Destroy after 3 years, except that Inspec­
hired labor maintenance work on civil works completed tors completed reports will be filed 
projects, such as minor repairs to buildings, bridges, roads, with project operation and main-
machinery, cleanup, mowing, and painting. Included are tenance basic files (1520-03). 
specifications, drawings, reports, and related correspond­
ence. 
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Fil No. 
1520-08 

1520-09 

1520-10 

1520-11 

1520-12 

1520-13 

Daescripion 

Hydroelectric plant operating report files. Copies of Federal 
Power Commission report pcrtaining to Electric Utilities 
and Licenses (Classes A and B) Annual Report of Corps of 
Engineers of Named Ilydroelectrie Projects to the Federal 
Power Commission, and directly related papers. 

Note. Field offices will file these reports in the project 
operation and maintenance basic file (1520--03). 

'Hydroelectric statement files. Statement of Revenue and Ex­
penses and Statement of Assets and Liabilities,, containing 
summations of various allocations of expenses and funds 
arising from the maintenance and operation of power pro­
ducing facilities. 

Powerplant statistical reporting files. Copies of Federal 
Power Commission Form No. 4, Monthly Power Plant re­
port, submitted by engineer field offices. 

Equipment failure and systems interruption reporting files. 
Documents relating to the reporting of equipment failures 
and systems interruptions of Corps of Engineers hydro­
electric projects. Included are reports and directly related 
correspondence. 

Civil works project operation and maintenance supervisory 
files. Documents maintained by Corps of Engineers division 
offices which duplicate the file maintained by subordinate 
offices, as described herein. 

Project inspection and evaluation files. Documents relating 
to periodic inspections and evaluations of completed civil 
works projects to assure continuing structural integrity, 
safety, and operational adequacy. Included are inspection 
and evaluation reports with supporting data. 

Note. Similar documents maintained in field offices 
should be filed under file number 1520-03. 

Dispoasfos 
OCE: Destroy after 5 years in CFA. IL, 

Destroy after 5 years. 

OCE: Destroy after 3 years in CFA. 
Field offices: Destroy after 1 year. 

Destroy after 5 years in CFA. 

Destroy 1 year after the prescribed cut 
off for the surbordinate office copy. 
Earlier destruction is authorized. 

OCE: Destroy when project is aban­
doned, turned over to authority other 
than Corps of Engineers for operation, 
or when project modification makes 
former data obsolete. Earlier destruc­
tion is authorized. 
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1521 CIVIL WORKS PLANT FILES 

These files relate to the design, construction, assignment, operation, 
maintenance, repair, loan, and utilization of Civil Works floating and land 
plants, aircraft, radio equipment and network systems, shops and yards, and 
related facilities. 

File No. Descriptior 

1521-01 Plant correspondence files. Documents pertaining to all 
phases of acquisition, maintenance, operation, purchase, 
repaid, and utilization of civil works aircraft, floating and 
land plant, but exclusive of specific files described in this 
category. 

1521-02 Plant data files. Documents created in connection with the 
acquisition, operation, maintenance, alteration, repair, 
identification, hire, lease scheduling assigning accident in-
.vestigation utilization, redistributions, and disposal civil 
works aircraft, floating and land plant, structures, and 
facilities. Included are plant description cards, drawings 
photographs, operating and repair reports, and related 
documents. When plan is transferred, related field office 
files will be transferred therewith. 

1521-03 Plant logbook files. Engine, deck, and flight logbooks re-
lated to engineer civil works floating plants and aircraft. 

1521-04 Plant replacement and improvement reporting files. ENG 
Form 1978 (Plant Replacement and Improvement Pro-
gram), ENG Form 1978-A (Quarterly Report of Scheduled 
and Accrued Expenditures), and comparable forms showing 
actual progress against items of the approved program fi­
nanced under the Revolving Fund. 

1521-05 Marine design and construction files. Documents relating to 
the design of floating plant and studies pertaining to marine 
projects but exclusive of contract documents relating to 
construction of plant by contract. Included are design 
memoranda; design analysis and criteria; calculations; tech-
nical specifications; plans (original and "as built"); cost and 
weight estimates; photographs; trial performance studies; 
test reports; history of construction; operation, mainte-
nance and instruction manual; prototype testing and evalua-
tion data: ENG Form 3083-R (Floating Plant Initiation and 
Completion Design Report); ENG Form 3638-R (Floating 
Plant Design and Construction Report); and other related 
material. 

1521-06 Equipment record files. Documents relating to equipment 
maintenance services. Included are reports and equipment 
tests; manufacturers guarantees, spare parts information, 
and maintenance instructions; and similar documents. 

1521-07 Operation reporting files. Documents reflecting monthly and 
annual operations of Government-owned and contractor-
owned dredges. Included are ENG Form 4266 (Hopper 
Dredges), ENG Form 4267 (Pipeline, Dripper, or Bucket 
Dredges), ENG Form 3735 (Sidecasting Dredges), Cost 
Form 30 (Subaqueous Drilling), ENG Form 2987 (Aircraft 
Operations), comparable reports, and related documents. 

1521-08 Plan rate computation. Documents reflecting distribution of 
costs for operation of plant equipment. Included are Cost 

Disposition 

*OCE: Destroy after 10 years. Retire 
after 5 years. 

Other offices: Destroy after 5 years. 

OCE: Permanent. Cut off on final disposi­
tion of related plant. 

Other offices: Destroy 2 years after final.................. 
disposition of plant. 

..... 

*Destroy 20 years after final disposition of 
the plant. 

Destroy after 6 years, emnept 1978-A 1st, 
2d, and 3d quarter reports will be de- -_-­
stroyed after 1 year. 

.......


Marine Design,Divioiam, U.S. Arnwy En 
.gaccr Diatrict, Philaddclphir: me- ...... 

-ee•t, Cut off on disposition of plant or 
removal of plant from service, &5+r• y afýfr 

Other field offites: Destroy on disposition yearo. 
of plant, excep'ENG Form 3083-R and 
ENG Form 3638-R wi•1 be delatraoy-- . 

after 5 years. 
OCE: Destroy after 5 years. -.-­

-...- .~(c-A.{..1v...
.
.........


Destroy on disposal of related equipment. 

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


......


Cost Forms 22; Destroy 4 years after final 
disposition of plant. ........ 

43--------­
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C 9, AR 340-18-15 

FileNo. Description 

Forms 22 (Plant Rate Computation), ENG Forms 2438 
(Plant Record Card-Group Plant), and comparable forms 
with related papers. 

1521-09 Civil works plant supervisory files. Documents maintained 
by Corps of Engineer division offices which duplicate files 
maintained by subordinate offices, as described herein. 

44. 

1 December 1979 

Disposition 

ENG Forms 2438: Destroy on final disposi­
tion of plant. 

Destroy when no longer required for cur­
rent operations or 1 year after the pre­
scribed cutoff for the District, whichever 
is sooner. 

-.... 

E--""".-'-'-"----­

~~~~.
............ .. .. .. . .... . . .. . ... . .. .. 




25 July 1972 C 3, AR 310-18-15 

1522 NAVIGABLE WATERWAYS FILES 

These files relate to the administration of laws for protection and preserva­
tion of navigable waters, including issuance of permits for work in navigable 
waters; removal of wrecks; harbor lines; deposit of refuse in navigable water­
ways; regulations for danger zones; fishing structures; 
seaplane operating areas. 

File No. Description 

1522-01 Navigable waterway files. Documents relating to navigability 
as defined by law and pertaining to such matters as bound­
ary waters, cable and pipeline areas, danger zones, seaplane 
operation areas, dumping grounds, fishing and hunting 
structures, aids to navigation, enforcement of protective 
laws, and penalties imposed for violations, but exclusive of 
case files pertaining to violations of navigation laws which 
result in a claim or litigation. Included arc applications, cor­
respondence, laws, regulations, legislation, maps, charts, 
notices to navigation interests, and related documents. 

1522-02 Wreck and obstruction files. Documents relating to the re­
moval of wrecks and other obstructions in navigable waters, 
marking of wrecks by owners and Coast Guard, and authori­
zations for removal. Included are reports, authorizations, 
maps and related documents. 

1522-03 Waterway and boundary map files. Files relating to the prep­
aration and distribution of maps, charts, brochures, pam­
phlets, and comparable documents, showing improved 
waterways, water resources facilities, principal waterways, 
navigation and flood control project maps, division and dis­
trict boundary charts, and related matters. Included are 
original tracings, worksheets, graphs, sketches, other back­
up data used in their preparation, and related correspond­
ence. 

1522-05 Harbor line approval files. Documents pertaining to the estab­
lishment of harbor lines, pierhead lines, bulkhead lines, and 
changes to existing harbor lines. Included are original trac­
ings approved by the Secretary of the Army, and related 
correspondence and documents. 

1522-05 Navigation and chart data files. Tabular forms reporting har­
bor and waterway channel conditions to the Oceanographic 
Office and US Coast and Geodetic Survey. 

1522-06 Submarine cable and pipeline chart files. Charts Elfowing the 
location of submarine cables on Government charts. 

1522-07 Annual statement of surveys contemplated files. Documents 
showing surveys of areas covered by charts of the Navy 
Oceanographic Office and the Coast and Geodetic Survey, 
which were proposed for the ensuing season. 

dumping grounds; and 

,Disposilicn 

OCE: Permanent, f 
Field offices: Permaneiit. Cut off on 

supersession. 

Destroy 2 years after completion of final 
action which includes settlement of 
claims or completion of litigations. 

OCE: Destroy correspondence after 1 
year. Remaining files arc permanent; 
cut off annually and retire after 10 
years. 

Other offices: Destroy after 2 years, or on 
supersession or obsolescence, whichever 
is first. 

OCE: Permanent. Original tracings: Cut 
off on supersession or obsolescesne. 
Remaining files: Cut off annually. 

Field offices: Duplicate copy of approved 
harbor line and modification: Destroy 
when no longer needed for reference. 
Remaining files: Permanent. Cut off 
on supersession. 

OCE: Destroy when superseded or ob­
solete. 

OCE: Destroy after 1 year. 

)CE: Destroy after 1 year. 
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1522-08 
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i2 -NO 

1522-09 

1522-10 

1522-11 

Descriplo% 

Federal Power Commission permit and ficense files. Docu­
ments relating to the Chief of Engineers operations under 
the Federal Power Act which include reports of Investi­
gation on applications for Federal Power Commission permits 
and licenses for dcvelopment of power affecting navi­
gable waters; supervision of invest igat ions, can:-triict ion, and 
operation of projects under such permits and licovnes; prepa­
ration of special rcportc as required by Federal Power Cornm­
mission; and comparable mrnattei-s. They include applications 
or declarations of intention, investigations and reports, 
maps and plans, licenses, permits, public notice hearings, and 
related correspondentce. 

Federal Power Commission operating reporting files. Docu­
ments relating to supervision and inspection of operations 
under a Federal Power Commission permit or license. In­
cluded are copies of monthly and annual reports submitted 
to the Federal Power Coninmmission and related documents. 

Reservoir permit files. Documents relating to the issuance of 
permits by the Government to individuals or organizations 
for use of reservoir areLas, such as permits for fishing struc­
tures, pleasure boats, and temporary permits for floating 
boathouses. Included are applications, permits, and related 
papers. 

Reservoir and lock and dam letter permit files. Letters of per­
mission to public organizations for dog field trials: memorial 
services; Boy Scout camping; Easter egg hunts; access to 
structures by other agencies to procure water samples and 
other data; requests from schools, club., and other organiza­
tions to visit structures; and other similar short-term ac­
tivities for which formal permits are not required. 

OCE: Cut off every 3 years, 
Destroy when no longer i2 

needed for current 
operations. 

Field offices:

Monthly reports, destroy

after 6 years.

Remaining records, des­

troy 7 years after ex­

piration of license/

permit.


Destroy after 6 years. 

D-stroy 1 year after expiration. 

Destroy after 2 years. 

, 1522-12 Fill and 
files. 

bank protection permit Rescinded. 
1522-15. 

Use file number­

1522-13 Dock pe-m,it files. Rescinded. 
1522-15. 

Use file number 

I 1522-1' Dredging and dum_rp ing pe rmit files. 
. .-

Rescinded. 
1522--15. 

Use file number 

IICI




1522-15 	 StardaDper=-it files. Documents re­
lat±i•g to the issuance offe=it- t-
Perforn v unuder the atory 
authority of the Departmene of the 
A.y established by the River and 
Earbcr Act of 1899; the Federal Water 
Follution Control Act Anendmenzs of 
1972; the Clean Water Act of 1977; 
the Marin-e ?rmtection, Research, and 
Sanctuaries Act of 1972; and other 
statuies. Included are permit a-oli­
cations, pemits, d.•ravings, inspection 
reoorts and related documents. 

OC: Destroy when no !on-er 
needed for current operazions. 

Field offices not ccnvertin 
data to microform: issued4er­
mits: Destroy 7 years after re­
vocation, expiration, or re-ov-l 
of the object to vlichi e per-it 
per-Zains. D enied per-_its: _e­
stroy 3 years after dea•al-•. 

Field offices converting data to 
microform under an approved 
MICRODTS: 

a. Original docuLents: De­
stroy after ve•••on that 
the microfor-m meets prescribed 
cuality standards and that the 

icrofor- is an adequate substi­
tute for the original docuents. 

b. Original microforms: Issued 
permits: Destroy 7 years after 
revocation, ex-iration, or re­

moval of the object to wh'ich the 
ermit -e•tains. Demied oermits 

Destroy 3 years after denial. 

c. Other microform coies: De­
stroy w--' no !onge- needed for 

current oe rations. 

Issued per-mits, in paper or micro­
form, retired to Federal Archives 
and Records Centers prior to 1 
Januar-y 13c1-: Retain umntil 2055 
at vhich ti--e they -ill be re­
vieved for possible destruction. 
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C 3, AR :uo-s11,.-15 

Fidr.N1A. A)spwsitbmn 

1522 16 lejected permit app i•p7lieitimn ri. for permits in Destroy 1 year afcer di-:pr,val. 

1522 17 Nonaction construction permit files. C('instruction permits on 1)Destroty 2 years after expir:ti,n omfpermit. 
which cmnstrueli on is not started during the life (of the 
permit. 

1522 -18 Navigable waterways supervisory files. Documents main- ].)estroy 1 year a:fter thelirtscribed cut, 
tained iy Cv.irps tofEnginters divisimn offices which duplicate off for the subordilate oflice copy. 
the files matintaited Iy subo',rdituate ofllices as describhed Elrlier destruction is aauit,rizeid. 
herein. 

*1522 --19 Violation of refuse act file.-;. ])Documniit.s relating to the -RefuseI)es,roy after 5 years. ]hIwever, cotpies 

•1! Act of 1899. Iiieclud(ed are invesigatti6I rel)pi,ris, water beci,uingg part of litigation files will 
sample analyses, rel:etdipapers. and spp,rt ing (doleillents. 1e disposed of with litigation ca-e files. 

3
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2 February 1980 

1522-15 	 Standard permit files. Documents re­
lating to the issuance of permits to 
perform work under the regulatory 
authority of the Department of the 
Army established by the River and 
Harbor Act of 1899; the Federal Water 
Pollution Control Act Amendments of 
1972; the Clean Water Act of 1977; 
the Marine Protection, Research, and 
Sanctuaries Act of 1972; and other 
statutes. Included are permit appli­
cations, permits, drawings, inspection 
reports and related documents. 

Page 46.1, change file number 1522-16 as follows: 

1522-16 	 Rejected permit application files. 

Page 51, 	 change file number 1525-05 as follows: 

1525-05 	 Periodic reporting files. Instal­
lation monthly, quarterly, or other 
periodic reports such as national cem­
etery report - Part A monthly summary 

I101, AR 340-18-15 

OCE: Destroy when no longer 
needed for current operations. 

Field offices not converting 
data to microform: Issued per­
mits: Destroy 7 years after re­
vocation, expiration, or removal 
of the object to which the permit 
pertains. Denied permits: De­
stroy 3 years after denial. 

Field offices converting data to 
microform under an approved 
MICRODIS: 

a. Original documents: De­
stroy after verification that 
the microform meets prescribed 
quality standards and that the 
microform is an adequate substi­
tute for the original documents. 

b. Original microforms: Issued 
permits: Destroy 7 years after 
revocation, expiration, or re­
moval of the object to which the 
permit pertains. Denied permits: 
Destroy 3 years after denial. 

c. Other microform copies: De­
stroy when no longer needed for 
current operations. 

Issued permits, in paper or micro­
form, retired to Federal Archives 
and Records Centers prior to 1 
January 1981: Retain until 2055 
at which time they will be re­
viewed for possible destruction. 

Rescinded. Use file number 
1522-15. 

Destroy after 5 years. 

3
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1514-04 Investigation status reporting files. Model study requirements OCE: DeAtroy after 1 year.

or other laboratory investigation reports and status of un­

obligated and unexpected balances of civil works funds.


1514-05 Pavement and cold regions laboratory files. Documents re- Laboratory rc-lpon.ible for conducting 
lating to the preparation of airfield pavement evaluation and investigation and test: Permanent. Cut 
failure reports and cold regions investigative tes.ts and off when no longer used for current 
reports. Included are reports, supporting data, and related studies and investigations. 
correspondence. Other offices: Pavement evaluation re­

ports: Destroy when superseded by a 
new report or no longer needed for 
reference. Pavement failure reports: 
Destroy 5 years after correction of 
failure or determination that correction 
will not be made. Supporting data: 
De.stroy when no longer required for 
future evaluation. 

1514-06 Laboratory test reporting files. Copie.-i of ld•boratory tett re- Destroy after 3 years. However, concrete 
ports maintained by laboratories and relating to specific test data and reports relating to un­
construction projects. usually significant tests may be re­

tained until no longer needed for future 
reference. 

1514-07 Division laboratory reporting files. Reports covering activities Destroy when no longer needed for 
at division laboratories indicating special investigations, current operations. 
acceptance tc.sts, new developments, and comparable 
matters. 

Page 40, 	 change file number 1519-16 as follows: 

1519-16 	 Water supply storage space contract Long term contracts: Destroy 
files. Contracts between the US 6 years after removal of the 
Government and states or local in- structure, abondonment of pro­
terests, entered into under the ject, or after the US Govern-
provisions of Public Law 85-500, ment discontinues operation of 
to include storage space in reser- the project. 
voirs to impound water for their Short term contracts: Destroy 
use. Included are long term con- 6 years after termination of the 
tracts, which continue in full contract. 
force and effect for the physical 
life of the project, and short term 
contracts, which provide for temp­
orary needs, and related documents. 

Page 46, change file numbers 1522-12, 1522-13, 1522-14, and 1522-15 as 
follows: 

1522-12 	 Fill and bank protection permit Rescinded. Use file number 
files. 1522-15. 

1522-13 Dock permit files.	 Rescinded. Use file number 
1522-15. 

1522-14 Dredging and dumping permit files.	 Rescinded. Use file number 
1522-15. 

2 



14 August 1969 AR 340-18-15 

1523 WATERBORNE COMMERCE STATISTICS FILES 

These files relate to the collection, compilation, and publication of wa­
terborne commerce statistics. These files accumulate in the Waterborne 
Commerce Statistics 
and district offices. 

Center (WCSC) and in Corps of Engineers division 

File No. 

1523-01 
. Description 

Waterway traffic data files. Documents relating to the collec­
tion and compilation of data on waterway traffic through 
locks and regulated canals. Included are waterway traffic 
reports and traffic registers with related papers. 

Disposition 

Destroy after 5 years. 

1523-02 Data collection rulings, and confidentiality aspect files. Docu­
ments serving as guidelines to continuing operational re­
quirements and procedures of the WCSC and collecting 
district offices. Included are maps, charts, and copies of 
related published materials. 

Destroy on supersession. 

1523-03 Vessel code index card files. Vessel code index card or com­
parable forms. Retain card as long as vessel operator 
maintains a headquarters within the boundary of the 
district. When the reporting headquarters for the vessel 
is transferred to an area within the jurisdiction of another 
district, transfer the card to that office. 

Destroy 1 year after vessel is trans­
ferred to a foreign flag, decommis­
sioned, sunk, or destroyed and noti­
fication furnished WCSC. 

1523-04 District annual port to port by commodity tabulations. An­
nual port/dock to port/dock summarizations of commodity 
data for each harbor and/or waterway of record. 

WCSC: Destroy after 2 years. Dis­
trict offices: Destroy after 10 years. 

1523-05 National summary port to port by commodity tabulations. 
Final summarizations of detailed card or tape records 
created in compiling harbor and waterway commodity sta­
tistics published in the annual Waterborne Commerce of 
the United States series. 

Destroy after 
10 years. 

20 years. Retire after 

J 

1523-06 Operator, vessel, commodity classification and port and dock 
code manual files. Alphabetical and numerical listings of 
codes assigned operators, vessels, commodities, and ports 
and docks of the United States. File one copy of port and 
dock code manual with annual port to port tabulations in 

Sorder that the summary listings can be readily decoded. 

Destroy when obsolete. 

1423-07 Operator, vessel, commodity, port and dock and vessel itin­
erary routing master card or tape files. Master records 
employed in preparing the coding manuals described in 
1523-06 and from which connecting channel identification 
and distances for ton-mile development are inserted into 
unit records. 

Destroy upon supersession. I 

1523-08 Detail files. Transfer sheets, dock reports, Great Lakes Cus­
toms forms, transportation series reports, detail and 
summary listings of every description and type which are 
prepared for control and checking purposes, such as quar­
terly district and vessel trip listings; work sheets; lock-
masters, pilots, and canal reports; collection control forms 
ENG Form 3928; form letters; project descriptions; manu­
scripts and proofs for Waterborne Commerce Statistics 
and Transportation Series; and chapter 8, volume 1 of 
Annual Report of CofE publications. 

Destroy 1 year after publication of 
each document for which files are 
created. 

1523-09 Vessel operation reporting 
B, C, I) and comn)arable 

files. Report 
forms. 

Forms ENG 3925, Destroy 1 year after publication of 
the annual Waterborne Commerce 
of the United States. 
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File No. Description 

1523-10 Domestic detail card and tape files and census foreign data 
tape files. Detail records prepared from vessel operation 
reports and foreign statistics from Bureau of the Census. 

1523-11 Intermediate summary files. Summary machine listings on 
origin, destination, traffic, and commodity files. These are 
summaries prepared from detail records and used in 
preparation of the final port to port summaries. 

1523-12 Background material and manuscript files. Documents cre­
ated in connection with special reports and studies relating 
to commercial statistics and port and terminal facilities 
series files, including especially prepared punchcards, 
magnetic tapes, manuscripts, maps, charts, photographs, 
field notes memoranda records of meeting, instructions in­
terpretations definitions, and related papers. 

1523-13 Progress reporting files. Quarterly progress report on com­
pilation of waterborne commerce statistics and monthly 
status report of collection, coding, and checking activity. 

14 August 1969 

Disposition A)
Destroy cards 1 year after publication 

of the annual Waterborne Commerce 
of the United States. Destroy tapes 
5 years after release of the publi­
cation. 

Destroy after 3 years. 

Destroy 2 years after completion of 
study or when no longer needed for 
reference. 

Destroy after 2 years. 
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15 September 1978 C 8, AR 340-18-15 

1524 MISCELLANEOUS CIVIL WORKS ACTIVITIES FILES 

These files accumulate in connection with miscellaneous civil works activities 

7-.-.": .,--:..-­

.....
....


-

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

':.'......:..•. 

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


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


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


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


.. .. .. .. .I... .. .... 

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

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


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


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


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


,........... .......


.. . ................
1*......*...........


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


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


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


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


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


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


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


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


.• 
.................. 

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


File No. 
1524-01 

1524-02 

1524-03 

1524-04 

1524-05 

1524-06 

1524-07 

1524-08 

1524-09 

TAGO. 302A 

peculiar to functions of the Corps of Engineers. 

DescripUoion. 

Domestic emergency operation reporting files. Documents 
relating to reporting on domestic emergency operations. 
Included are situation reports on domestic emergencies, 
progress reports on emergency flood control or natural 
disaster activities, summary of operations, and related 
documents. 

Post action reporting files. Documents relating to reports 
required following flood emergency or other natural dis­
aster domestic emergency. Included are post disaster, post-
flood, and similar reports with related documents. 

Foreign technical assistance ffles. Documents relating to de­
tails of Corps of Engineers personnel abroad, such as cor­
respondence, memorandums, and related documents. 

Foreign engineer training files. Documents relating to in-
service training of foreign engineers with US Army Corps of 
Engineers through the State Department. Included are 
correspondence, agreements, vouchers, and related docu­
ments. 

Daily log files. Documents constituting a record of note­
worthy events within the Corps of Engineers which are 
distributed to Corps of Engineer field offices for information. 

International board of control reporting files. Documents 
from which summary reports of activities in connection with 
international boards of control are prepared. Included are 
summary reports and related documents. 

Annual reporting files. Annual reports with changes, revisions, 
and amendments consisting of a summary of each project 
covering location, existing projects, recommended modifica­
tions of project, reference to published articles on the proj­
ect, local cooperation, terminal facilities, operations and 
results during the year, condition at the end of the fiscal 
year, cost and financial statement, general investigations, 
flood-wall rehabilitation, navigation projects on which re­
connaissance and condition surveys only were conducted 
during the fiscal year, table of authorized projects, inspec­
tion of completed flood-control work, flood-control work 
under special authorization, miscellaneous activities, and 
statistics on waterborne commerce. 

Annual report draft, manuscript, and proof files. Annual report 
drafts, manuscripts, printers proofs, ENG Form 1239 (Cost 
and Financial Summary), comments and concurrences, re­
ports on accomplishment of flood control, and multiple-pur­
pose projects. 

Lodging files. Documents accumulated in connection with 
furnishing lodgings and related services for transient per­
sonnel at installations and activities, but exclusive of non-
appropriated fund files. Included are register cards, registe 

books, quarters reports, transient and cash collection report 

laundry reports, and similar docume 

Diipoiton 

Destroy after 5 years, except that tele­
type reports will be destroyed after 
1 year. 

OCE: Destroy when no longer needed 
for reference. 

Other offices: Permanent. Retire after 
10 years.. 

OCE: Destroy after 2 years. 

OCE: Destroy after 5 years. 

OCE: Destroy after 1 year. 

OCE: Destroy after 5 years in CFA. 

OCE: Permanent.CYlfr17h' 1r6(15 (4q 
Field offices: Destroy when no longer 7 

needed for reference. 

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

:......:...... ...... • 

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

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


ývO IOl 

I--t91 
............. . .


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


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

,..............


Destroy 1 year after public•"W7-­

after 2years. 
Destroy after 2 yeans. 

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

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


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


-1-1Destroy 
v..v......... .- . . 

---- - ..- ----.. 


'Z .. ;;...............


•...-......... ... ..


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


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

........ ....- ....
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1524-10 

1524-11 

151524-12 

Miscellaneous civil works activity supervisory files. Docu- Destroy 1 year after the prescribed 
ments maintained by Corps of Engineer division offices cutoff for the subordinate office copy. 
that duplicate the files maintained in subordinate offices, as Earlier destruction is authorized. 
described in this category. 

Violation warning files. Documents relating to warning cita- Destroy after 1 year. 
tions issued as a result of violations of Chapter III, Title 36,Code of Federal Regulations. Included are US Army Corps. 
of Engineers warning citations issued pursuant to Section............ 
234 of the Flood Control Act of 1970 (Public Law 91-611, 

84 Stat. 1818), related papers, and similar documents. 

Foreign Trade Zone Files. Documents relating to Army in- Destroy when no longer needed forp 
Svolvement in the establishment, operation, maintenance, current operations. cp 

and administration of- foreign trade zones. Included are 
rules and regulations to establish and operate a foreign-
trade zone, public hearings, technical reports, requests for
review of proposed construction or alteration, inspection 

requests, construction plans, feasibility and inspection re­
ports, environmental impact statements, and related 

correspoudence. 

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

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

....... 

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

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

port, sttemnts evirnmenal andrelted.............. mpat 

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

•... . . •.... •.......... 

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

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

50 TAGO 02A ............ 
............... 
............... 
•. •......... -. 

.. ... .:....• ......• 

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

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

, ..-... •... .,.. 

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

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

. .. . . . .. 

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

50..... TAGO. 80 A ... °.. 

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

................ 
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V CL 

~ 0' 

File No. 

S 1525-01/ 

1525-02 

1525-03 

( 1525-04 

*2Vi 

1525-05 

1525-06 

TAGo 73A 

S1525 CEMETERY FILES 

*These files are created from the control and administration of National and 
Post cemeteries under the jurisdiction of the D)epartment of the Army. Files 
relating to individual gravesites and interniment are described in ARl 340-18-6. 

Drscription 

General correspondence files. Documents maintained by field 
offices in connection with the general administration, opera­
tion, and maintenance of ceinmeteries and other burial instal­
lations. Included are retained copies of statistical reports 
made to State or local vital statistical offices; cerrespond­
ence relating to authorization for interment, cost and 
method of operation of bmurial installations, gravesite 
reservations, maintenance of the installations, and similar 
operating matters; correspondence with the next of kin, 
higher headquarters, veterans organizations, and others 
pertaining to remains buried or to be buried in a cemnetery, 
burial locations and burial space, funeral arrangements, 
headstones and markers, military horo,rs and donations; 
and comparable reports, correspondence and related p)apers. 

Cemetery engineering planning files. Documents relating to 
the cerrelation of all engineering information received 
for preparation of the planning and designing of ceme­
teries. Included are prints, reproducibles ef layout maps, 
plans, specifications, and related documents. 

Cemetery planning estimate files. Documents relating to esti­
mates of costs fcr use in connection with the five year 
planning program. 

Burial register files. RLegisters maintained at cemeteries, such 
as records of interments and reservations, and similar 
documents on which are recorded the section, plot, grave 
numbers; decedent's naiame, grade or rating; and data of 
interment or date reservation was made. 

Periodic reporting files. Installation monthly, quarterly, or 
other periodic reports such as national cemetery report-
Part A monthly summary of interments and gravesites; 
national cemetery report-Part B quarterly; and similar 
reports pertaining to interniments, gravesite reservations, 
available gravesites, installation improvements, repairs, 
equipment, personnel and related subjects. 

Installation and gravesite layout files. Layout maps main­
tained at cemeteries and other burial installations which 
show the location of buildings, flagpole, rostrum area, 
drives, access roads, sidewalks, inclosure fences, gates, 
plantings, and gravesite layout plans which show the cur­
rent status of all gravesites within a cemetery or burial 
installation. 

Disposition 
Destroy after 5 years. 

Offices of the Army staff: Destroy when 
superseded o(r obsolete. 

Offices of the Army staff: Destroy after 
5 years. 

Permanent. Retain at the installation 
until discontinuance, at which time 
they will be transferred to the over­
sea records center or retired to the 
Washington National Rec rds Center, 
whichever is appropriate. However, orig­
inal registers should be destroyed when all 
entries therein have been transcribed to a 
later register and the entries have been 
verified. 

Offic6 performing.,Army-wide staff re-
SiPl yil-s: rmanD 5 y 

Fit.ld X ci-ls: Destr,y atier 5 years. 
t-

AHr l ­ to 

Permanent. Retain at installation until 
discontinuance, at which time they will 
be transferred to the oversea records 
center or retired to the Washington 
National Records Center, whichever is 
appropriate. IHowever, maps and plans 
should be destroyed when superseded by 
approved drawings supplied by the office 
performing Army-wide staff nresponsibility. 
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File No. Descrlption 

1525-07 Cemetery visitors register files. Registers maintained at na­
tional or oversea military cemeteries containing the signa­
tures of individuals visiting the cemeteries, date of visit, and 
similar information. 

1525-08 Cemetery historical files. All data of a historical nature accu­
mulated by field installation pertaining to the establishment 
and development of burial installations, such as lanid metes 
and bounds, deeds and related correspondence, and news­

paper and magazine articles pertaining to the inst.allation. 

12 September 1975 

Dise pofition Ii) 

National cemeteries: Destroy 3 months 
after date of last entry. 

Temporary oversea cemeteries: Destroy 
3 months after closing of cemetery. 

Permanent oversea cemeteries: Destroy on 
transfer of the cemetery to the American 
Battle Monuments Commission. 

Oversea installations: P Imanent. Transfer 
to o,versea records center on discon­
tinuance. 

CONUS installati s: Permanent. Forward 
to the office rforming Army-wide staff 
responsibili on discontinuance. 

vC/ -73Y47A 
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1526 POSTAL PLANNING, DESIGN, AND CONSTRUCTION FILES 

These files accumulate in the Corps of Engineers and relate to providing 
complete staff work on all phases of activities dealing with planning, design, 
and constructin of postal facilities as assigned by the Secretary of the Army. 

File No. Description 

1526-01 Postal planning, design, and construction files. Documents 
relating to the overall function of planning and construction 
of projects for the US Postal Service. These files accumu­
late in the Office, Chief of Engineers. Included are agree­
ment files; excluded are specific files described elsewhere in 
this regulation. 

1526-02 Postal design development files. Documents relating to the 
development, approval, and clarification of the design of 
various types of postal facilities, and related mechanization 
equipment. These files accumulate in the Office, Chief of 
Engineers. 

1526-03 Postal construction project files. Documents relating to the 
planning, design, and construction of specific projects. In­
cluded are authorizations, directives, status statements, 
and correspondence. 

Note. Plans, specifications, analysis of design, and "as 
built" drawings will be given to using agencies after com­
pletion of the project. 

1526-04 Postal construction contract files. These files accumulate in 
various operating elements of an office responsible for ad­
ministration of architect-engineer and construction con­
tracts for postal projects. Certain files relating to a contract 
may also accumulate in offices at other locations when the 
responsibility for performance of certain functions is desig­
nated to such offices. These offices will be responsible for 
complete documentation of the function, in order that dupli­
cate files maintained by other offices can be destroyed as 
reference papers. 

Note. Records that are involved in appeals handled by a 
Board of Contract Appeals will be destroyed 7 years after 
the date of the Board's decision. 

1526-05 Postal project authorization files. Documents describing 
work to be performed, cost limitations, and authorizing 
funds for obligation. These files accumulate in the Office, 
Chief of Engineers. 

1526-06 Postal procurement transaction files. Contracts, purchase 
orders, delivery orders, and similar or comparable instru­
ments. 

Note. Records that are involved in appeals handled by a 
Board of Contract Appeals will be destroyed 7 years after 
the date of the Board's decision. 

1526-07 Postal construction supervisory files. Documents main­
tained by the Corps of Engineer division offices that dupli­
cate the files maintained in subordinate offices as described 
in this category. 

Disposition 

Office, Chief of Engineers: Destroy after 6 
years. 

Office, Chief of Engineers: Destroy after 6 
years. 

Destroy 6 years after completion of proj­
ect. 

Office of Record: Records created prior to 
July 1975: Destroy after 10 years and 3 
months. 

Records created on or after 2 July 1975: 
Destroy after 6 years and 3 months. 

Transfer to the appropriate Federal Ar­
chives and Records Center, 3 years after 
close of the fiscal year in which final 
payment is made. 

*Other offices: Destroy 1 year after final 
payment. 

Office, Chief of Engineers: Destroy 6 years 
after issuance of directive covering final 
cost. 

Office of Record: Records created prior to 
2 July 1975: Destroy after 10 years and 3 
months. 

Records created on or after 2 July 1975: 
Destroy after 6 years and 3 months. 

Transfer to the appropriate Federal Ar­
chives and Records Center, 3 years after 
close of the fiscal year in which final 
payment was made. 

Destroy 1 year after the prescribed cutoff 
for the subordinate office copy. Earlier 
destruction is authorized. 
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*The proponent agency of this regulation is The Adjutant General 
Center. Users are invited to send comments and suggested improvements 
on DA Form 2028 (Recommended Changes to Publications and Blank 
Forms) direct to HQDA (DAAG-AMR-P), Washington, DC 20314. 

By Order of the Secretary of the Army: 

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

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

The Adjutant General.


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

for AR, Maintenance and Disposition of Facilities Functional Files-C (Qty Rqr Block No. 298) 
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APPENDIX 
CONVERSION CHART 

1500 FACILITIES FILES 

An asterisk (*) indicates revised instructions. 

Old file No. 

AR 354-210

1501-01

1501-02


*1501-03

1501-04

1501-05

1501-06

1501-07

1501-08

1501-09

1501-10

1501-11

1501-12

1501-13


S 1501-14

*1501-15 

1501-16

*1501-17

1501-18

1501-19

1502-1

1502-02

1502-03

1502-04

Added

1502-04.1

1502-05

1502-06

1502-07

1502-08

1502-09

1502-10

1502-11

1502-12


"1502-13

1502-14

1502-15


*1502-16


Files title 

Installation operational planning files 
Installation mobilization requirement files 
Railroad facilities mobilization requirement files 

Site selection report review files 
Site selection report information files 
Site selection files 
Installation status instruction files 
Installation status evaluation files 
Industrial facilities review files 
Installation status general order files 
Military construction planning administrative 

files 
Emergency and mobilization construction plan­

ning administrative files 
Emergency and mobilization construction plan­

ning files 
Mobilization construction program files 
Land management planning files 
Master planning files 
Planning RP files 
Real estate program files 
Real property management instruction files 
Real property administrative files ­

Real property title files 
Real property annexation files 
Real property Federal jurisdiction files 
Realty historical files 
Division realty historical files 
OCE realty historical files 
Appraisal administrative files 
Appraiser qualification files 
Appraiser precedent files 
Rental value appraisal files 
Abstractor list files 
Acquisition files 
Acquisition control files 
Acquisition progress reporting files 
Lease acquisition files 

New file No. 

AR 340-18-15 
210-01 through 210-08

1502-10

1502-10

Previously rescinded 
Previously rescinded 
1502z-04 
1502-05

1502-03

1501-01

1502-01

1502-02

1501-01

1502-07


1502-09


1502-08


1502-11

1508-18 and 1508-21

1502-06

1501-07

210-01 through 210-08

1501-01

1501-02

1504-02

1504-03

1504-04

1504-05

1504-06

1504-07

1501-02 and 1503-01

1503-09

1503-10

1503-11

1503-12

1503-03

1503-02

1503-04

1503-06


A-1 



AR 340-18-15	 14 August 1969 

Old file No. 

1502-17

1502-17.1

1502-18

1502-19

1502-20


*1502-21

1502-22

Added

Added

Added

Added

1502-23

1502-24

1502-24.1

1502-24.2

1502-25

1502-26

1502-27

1502-28

1502-29

1502-30

1502-31

Added

1502-32


*1502-33

1502-34

Added

Added

Added

Added

1502-35

1502-36

1502-37

1502-38

1502-39

1502-40

1503-01

1503-02

1503-03

1503-04

1503-05

1503-06

1503-07

1503-08

1503-09

1503-10

1503-11

1503-12

1503-13


Files title 

Lease control files 
Maneuver and right of entry permit files 
Real property space utilization files 
Real property retention study files 
Real property inventory files 
Management case files-
Management control files 
Recruiting facilities files 
Acquisition correspondence files 
Real property acquisition supervisory files 
Real property management supervisory files 
Real property summary files 
Housing administrative files 
Installation housing program files 
Certificate of eligibility files 
Real estate claims officer files 
Real estate claim control files 
Foreign lease holding report files

Oversea real property report files

Real property information files

Trailer site lease files

Real estate disposal files

Disposal correspondence files


.. 	 Real property disposal report files 
Resettlement files 
Real property supervisory files 
Homeowner's assistance correspondence files 
Homeowner's assistance case files 
Progress reporting files 
Homeowner's assistance program supervisory files 
Real property RP files 
Facilities instruction files 
Lease acquistion files 
Facilities security files 

\AAFES maintenance and repair files 
AAFES facilities RP files 
Operation and maintenance administrative files 
Operation and maintenance instruction files 
Repairs and utilities program files 
Repairs and utilities ~project estimate files 
Staff visit files 
Utilities operation administrative files 
Repairs and utilities operation report files 
Utility operation files 
Utility operating log files 
Utilities maintenance files 
Repairs and utilities service zwork order files 
Repairs and utilities work order control files 
Building maintenance files 

New file No. 

1503-05

1504-22

1504-20

1504-21

1504-11

1504-08

1504-09

1503-08

1503-01

1503-13

1504-23

1504-10

1501-02 and 1504-01

1504-14

1504-15

1504,16

1504-17

1504-18

1504-19

1504-12

1504-13

1505-02

1505=01

1505-03

1503-07

1505-04

1506-01

1506-02

1506-03

1506-04

1501-07

1501-01

1507-01

1507-02

1507-03

1501-07

1508-01

1501-01

210-01 through 210-08

1&09-06

1501-05

1509-01

1509-02

1509-04

1509-05

1509-03

1509-07

1509-08

1508-03


4) 

* 
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Old file No. 

1503-13.1 
1503-14

1503-15

1503-16

1503-17

1503-18

1503-19

1503-20


1503-0l 
1503-22

1503-23

1503-231

1503-25

1503-26

1503-27

Added 
Added

Added

Added

Added

Added

Added

Added

1503-28

1503-29

1503-30

1503-310

1503-31.1 
1503-31.21 
1503-31.32 
1503-31.43 
1503-31.4 
Added 
1503-32

1503-33

1503-34

1503-35

1503-36

1503-37

1503-38

1503-39

Added 
1503-10

1503-41

1503-42

Added 
Added 
Added 
Added 

Files title 

Family housing cost control files 
Custodial service files 
Ground maintenance files 
Wildlife files 
Reforestation report files 
Timber disposal files 
Installation maintenance program files 
Installation maintenance progress and inspection 

files 
Storage battery files 
Range clearance files 

Custodial property administrative files 
Custodial property accountability files 
Reserve facilities license files 
Military real property record card files 
Land management files 
Leased land management files 
Herbicide management files 
Wildlife cooperative agreement files 
Conservation award files 
Natural resources reporting files 
Natural beauty and outdoor recreation files 
Real property maintenance supervisory files 
Real property record drawing files 
CW real property record card files 
R and U stock record account files 
Installation facility service files 
Air pollution abatement files 
Air pollution complaint files 
Water pollution abatement files 
Water pollution complaint files 
Water and air pollution supervisory files 
Entomology service files 
Sanitary service files 
Fire protection design files 
Fire prevention files 
Fire protection meeting files 
Fire report case files 
Fire loss experience files 
Installation fire prevention and protection files 
Housing correspondence files 
Personnel housing report files 
Installation troop housing files 
Installation housing project tenancy files 
Family housing leasing files 
Family housing rental rate files 
Housing referral service files 
Off post rental housing reporting files 

AR 340-18-15 

New file No. 

1511-04

1508-07

1508-04

1508-24

1508-22

1508-23

1508-02

1508-12


1508-16

1508-14

Previously rescinded

1501-02

1508-08

1508-15

1508-09

1508-17

1508-19

1508-20

1508-25

1508-26

1508-27

1508-28

1508-29

1508-10

1508-11

1509-09

1508-13

1512-01

1512-02

1512-03

1512-04

1512-05

1508-05

1508-06

1510-02

1510-01

1510-04

1510-05

1510-06

1510-03

1511-01

1511-02

1511-02

1511-03

1511-05

1511-06

1511-07

1511-08
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Old file No. 

Added

1503-43

1504-01

1504-02

1504-03

1504-04

1504-05

1504-06

1504-07

Added

1504-08

1504-09


*1504-10

1504-11

1504-12

1504-13

1504-14

1504-15

1504-16

1504-17

1504-18

1504-19

1504-20

1504-21

1504-22

1504-23

1504-24

1504-25

1504-26

1504-27

1505-01

1505-01.1


1505-02

Added


Added

Added

1505-03

1505-04

1505-05

1505-06

1505-07

1505-08

1505-09

1505-10

Added

1505-11

1505-11.1


Files title 

Off post housing complaint and investigation files 
Maintenance and operation RP files 
Basic topographic data files 
Climatological data files 
Hydrological and hydraulic data files 
Geological and soil data files 
Economic data files 
Engineering data RP files 
Engineering administrative files 
Investigational study correspondence files 
Investigational program control files 
Investigational project files 
Laboratory test reporting files 
Division laboratory reporting files 
Investigation status reporting files 
Pavement and cold region laboratory files 
Conservation of natural resources files 
Storm study files 
Sedimentation activity reporting files 
Reservoir sedimentation data files 
Cooperative program files 
Engineer liaison files 
Committee files 
- ----- .------ ---------­


Reservoir regulation manual files 
Reservoir regulation chart files 
Engineering supervisory files 
Engineering investigation and study RP files 
Military construction administrative files 
Military planning and construction instruction 

files 
Military construction program files 
Military planning, design, and construction cor­

respondence files 
Design development files 
Design and construction investigation files 
Specification development review files 
Cost estimating files 
Abstract of bid files 
Standard design files 
Standard design reference files 
Division and district standard drawing files 
Drawing approval files 
Guide specification files 
Project authorization files 
Military construction project files 
Minor and troop construction project files 

14 August 1969 

New file No. 
NJ 

1511-09

1501-07

1513-01

1513-02

1513-03

1513-04

1513-05

1501-07

1501-02

1514-01

1514-03

1514-02

1514-06

1514-07

1514-04

1514-05

1517-02

1514-09

1514-10

1515-11

1514-08

1517-03

1501-05

Previously rescinded

Previously rescinded

Previously rescinded

1514-12

1514-13

1514-14

1501-07

1501-02

1501-01


210-01 through 210-08

1515-01'


1515-02

1515-03

1515-04

1515-10


;3­

45-15&-11

1515-05

1515-06

1515-07

1515-09

1515-08

1515-12

1515-13

1515-14 NJ 
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/ 

Old file No. Files title 

1505-12 Completed project reference files 
1505-13 Canceled project files 
1505-14 Military procurement action report files 
1505-15 Procurement action summary and special. report 

files. 
1505-16 Progress report files 
1505-17 Field inspection report files 
1505-18 Food processing facility files 
1505-19 Military planning and construction supervisory 

files 
1505-20 Military construction RP files 
1505-21 Civil works planning and construction adminis­

trative files 
1505-21.1 Civil works planning and construction instruction 

files 
Added Community shelter planning files 
Added Community shelter survey and inspection files 
Added Community shelter progress reporting files 
Added Civil works planning and development corres­

pondence files 
Added Flood plain management data files 
Added Flood plain management data files 
Added Flood plain management assistance files 
Added Flood plain management information reporting 

files 
Added Civil works small project files 
1505-22 Survey reporting files 
1505-23 Survey report status files 

. 1505-24 Program files 
1505-25 Civil works project files 
1505-26 Civil procurement action report files 
1505-27 Procurement action summary and special report 

files 
Added CW construction supervisory files 
1505-28 Agency project review files 
1505-29 Five year program report files 
1505-30 Scheduling and programing performance report 

files 
1505-31 Special civil works project files 
1505-32 Appropriation hearing files 
1505-33 St. Lawrence River Joint Board files 
1505-34 CW planning and construction supervisory files 
1505-35 CW planning and construction RP files 
1506-01 Contract administrative files 
1506-02 Contract instruction files 
1506-03 Contracting officer designation files 
1506-04 Contractor qualification files 
1506-05 Wage rate predetermination files 
1506-06 Labor relations files 

AR 340-18-15


New file No. 

1515-16 
1515-15 
1515-17 
1515-18 

1515-19 
1515-20 
1515-21 
1515-22 

1501-07 
1501-02 

1501-01 

1516-01 
1516-02 
1516-03 
1517-01 

1517-04 
1517-05 
1517-06 
1517-07 

1517-13 
1517-08 
1517-09 
213-06, AR 340-18-2 
1518-01 
1518-03 
1518-04 

1518-06 
1517-10 
213-07, AR 340-18-2 
213-07, AR 340-18-2 

1518-02 
213-07, AR 340-18-2 
1517-12 
1517-14 and 1518-06 
1501-07 
1519-01 
1501-01 
1519-02 
1519-03 
1519-04 
1519-05 
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Old file No. 

1506-07 
1506-08 
1506-09 
1506-10 
1506-11 
1506-12 
1506-13 
1506-14 
1506-15 
1506-16 
Added 
Added 
1506-17 
1507-01 

1507-02 
1507-03 
1507-04 
1507-05 
1507-06 
1507-07 
Added 
1507-08 
1507-09 
Added 

Added 

*1507-10

1507-11

1507-12

1507-13

1507-14

1507-15

1507-16

1507-17 
1507-18 
1507-18.1 

*1507-19 

1507-20 
1507-21 

306-07 
306-08 

Added 
1507-22 
1507-23) 
1507-2.1 

S 1507-25 

14 August 1969 

Files title 

Contractors payroll files 

New file No. 

1519-06 
4) 

Contract review files 1519-08 
Military construction contract files 1519-09 
Requisition files 1519-14 
Expediting case files 1519-15 
CW construction and maintenance contract files -----4519-10 
Utilities contract files 
Utility contract review files ­

Other agencies contract files 
Contract supervisory files 
Contract appeal files 
Water supply storage space contract files 
Contract RP files 
Project operation and maintenance administra­

tive files 
Project operation files 
Project operation and maintenance basic files 
Equipment record files 
Operation report or log files 
Subordinate files 

Hired labor maintenance work files 
Hydroelectric operation report files 
Hydroelectric statement files 
Equipment failure and systems interruption re­

porting files 
CW project operation and maintenance super­

visory files 
Hydroelectric statistical report files 
Master development plan files 
Dredging schedule files 
Navigation and chart data files 
Submarine cable and pipeline chart files 
Annual statement of surveys contemplated files 
Project and index map files 
Plant administrative files 
Plant data files 
Plant logbook files 
Plant replacement schedule files 
Marine design and construction files 
Bridge permit files 

Operation report files 
Plant rental files 
CW plant supervisory files 
Federal power commission permit and license files 
Federal power commission operation report files 
General permit files 
Rejected permit application files 

1519-11 
1519-07 
1519-12 
1519-17 
1519-13 
1519-16 
1501-07 
1520-01 

1520-02 
1520-03 
1521-06 
1520-04 
1520-05 
Previously rescinded 
1520-07 
1520-08 
1520-9 
1520-11 

1520-12 

1520-10 
1517-11 
1520-06 
1522-05 
1522-06 
1522-07 
1518-05 
1521-01 
1521-02 
1521-03 
1521-04 
1521-05 
Deleted, permits 

transferred 
1521-07 
1521-08 
1521-09 
1522-08 
1522-09 
1522-15 
1522-16 
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14 August 1969 
/ 

Old file No. Files title 

1507-26 Nonaction construction permit files 
1507-27 Dredging and dumping permit files 
1507-28 Reservoir permit files 
1507-29 Fill and bank protection permit files 
1507-30 Dock permit files 
1507-31 Alteration of obstructive bridge files 
Added Harbor line approval files 
Added Reservoir and lock and dam letter permit files 
Added Navigable waterways supervisory files 
1507-32 Navigable waterway files 
1507-33 Waterway and boundary map files 
1507-34 Wreck and obstruction files 
1507-35 Waterway traffic data files 
1507-36 Commercial statistics administrative files 

*1507-37 Summary machine and commodity code listing 
files 

1507-38 Vessel code index files 
*1507-39 Vessel operator, port, and dock code manual files 
*1507-40 District listing files 

1507-41 Vessel, commodity, port, and dock card files 
1507-42 Detail files 
1507-43 Vessel operation report files 
1507-44 Summary card files 
1507-45 Background material and manuscript files 
1507-46 Progress reporting files 
Added Data collecting ruling files 
Added District annual port to port tabulations files 

Domestic detail card and tape and census foreign 
1507-47 data tape files 

Domestic emergency operation instruction files 
1507-48 Domestic emergency operation administrative files 
1507-49 Domestic emergency operation report files 
1507-50 Domestic emergency post action report files 
1507-51 Foreign technical assistance files 
1507-52 Foreign engineer training files 
1507-53 Daily log files 
1507-54 International board of control report files 
1507-55 Annual report files 
1507-56 Annual report draft, manuscript, and proof files 
1507-57 Lodging files 
1507-58 Operation and maintenance supervisory files 
1507-59 Operation and maintenance RP files 
1508-01 Cemetery instruction files 
1508-02 Cemetery administrative files 
1508-03 Cemetery engineering planning files 
1508-04 Cemetery planning estimates files 
1508-05 Burial register files 
1508-06 Periodic report files 
1508-07 Installation and gravesite layout files 

AR 340-18-15 

New file No. 

1522-17

1522-14

1522-10

1522-12

1522-13

Deleted, files transferred

1522-04

1522-11

1522-18

1522-01

1522-03

1522-02

1523-01

1501-02

1523-05


1523-03

1523-06

1523-05

1523-07

1523-08

1523-09

1523-11

1523-12

1523-13

1523-02

1523-04

1523-10


1501-01

1501-02

1524-01

1524-02

1524-03

1524-04

1524-05

1524-06

1524-07

1524-08

1524-09

1524-10

1501-07

1501-01

1525-01

1525-02

1525-03

1525-04

1525-05

1525-06
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