A:m 181-h

20 Feb 58
g

3 ect 66_




P

J)U A~ AFM181-4
.pAIR F O R C E M A N U A 1L

RECORDS MANAGEMENT

MAINTENANCE
- OF |
CURRENT RECORDS

20 FEBRUARY 1958

. DEPARTMENT OF THE AIR FORCE:




i K|

20 Fobruary 1958 | : *AFM 1814 .
i‘ . J AIR FORCE MANUAL DEPARTMENT OF THE AIR FORCE '
> No, 181-4 Washington, 20 February 1958
FOREWORD

1. Purpose and Scope. This manual implements AFR 131-1, It pre-
scribes policies, procedures, and techniques for the maintenance of current
records. It is designed to show records management personnel and rec-
ords custodians how to establish basically uniform, economicali and effi-
cient practices for maintenance of current records. While this manual
stresses the maintenance of subject files, it also prescribes records main-
tenance procedures that are applicable to all types of records. These pro-
cedures include: .

a. Establishing proper locations for maintaining records (offices

of record).
b. Assigning duties and responsibilities for records maintenance. a0
¢. Using and controlling filing supplies and equipment. i
d. Applying filing practices and techniques. &

2. Applicability. This manual is applicable to all Air Force activi-
ties, It will be effective when received. However, files established accord-
ing to procedures of the superseded manual may be maintained according
to those procedures unti]l new files are established. The new files will then - %

. ' be maintained according to this manual from that time on. o

8. Purpose of Revision. This manual changes procedures, adds new
information, and revises subjects in the major subjective categories. The
~ greatest number of subject changes have been made to the major sub-
jective categories of Financial Management, Mapping and Charting, Ad-
ministrative Management, and Training {formerly Military Training).
Office Services have been deleted and Office Administration has been
added. Custodians of records will review the text and the Master Qutline
in Appendix A, prior to establishing a new set of files.
aj\ @ Supplemental Instructions. The issnance of supplemental instrue-
LI!" tions to interpret and apply these basic policies and procedures to organi-
¢ zations or types of records peculiar to certain Air Force activities is
\z\ authorized. Supplementary directives or manuals which alter basic policies
or merely reiterate or duplicate the text of this manual are prohibited.

¢ 5. Changes to Manual. Recommended changes with supporting rea-
sons will be forwarded to the Director of Administrative Services, Head-
quarters USAF, ATTEN TION Records Management Group, Washington
s 25, D. C.
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6. Distribution. Distribution of this manual is not restricted to the
activities named or in the quantities indicated. Additional copies are avail-

. *This manual supersedes AFM 181—4, | September 1953, ""'
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able through publications distribution channels and may be requisitioned ! . |
.- by any element or activity of the Air Force having a legitimate need for 'f
them. -
7. Supply of Forms. Forms prescribed in this manual will be requisi-
tioned through publications distribution channels.
BY ORDER OF THE SECRETARY OF THE AIR FORCE:- ’
OFFICIAL: THOMAS D. WHITE ’
Chief of Staff
J. L. TARR
Colonel, USAF
Director of Administrative Services
This manrual contains no copyright material.
DISTRIBUTION:
F;X:
Air Force Records Center, 9700 Page Blvd,,
St Louis 14, MO, v vunieeineanenssronsenacerrsaensnnns 25
Federal Records Center, GSA, King and Union Streets,
Alexandria, Va. . ..uiuriiininsenrsnrasnarersenneaneas 10
Military Assistance Advisory Groups ..........v.cveuuenn 1 L
Air Force Sections of Missions ..covieiviriririnninnnnnas 1 ‘x .
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Chapter 1

CURRENT RECORDS-CUSTODY AND
RESPONSIBILITY

1. Why Records and Efficient Records
Maintenance Practices are
Necessary

Records play a vital role in the manage-
ment and operation of Air Force activities.
They serve as the memory of the organiza-
tion, a record of past events, and the basis
for future actions. Records maintained sys-
tematically will be complete, easily accessi-
ble, and properly arranged to serve their
purpose at present, as well as requirements
of the future. Eliminating duplicate and
unnecessary records will reduce the expense

- . of handling, and the cost and amount of
supplies, equipment, and office space to
maintain them. Locating records properly
within the organization is most important
to allow full utilization and to eliminate du-
plication of current records.

}d\’ @ Where Records Will Be Located

,(, Current records will be maintained by
‘\ those elements designated by the organiza-
tion commander as offices of record.

a. Office of Record. Commanders will es-
tablish offices of record at organizational
levels where effective documentation of as-
signed functions and responsibilities can be
assured. Records will be sufficiently acces-
sible to the using activities to preclude the
maintenance of duplicate files. The office
of record will be assigned responsibility for
the cug ody and maintenance of the _Derma-
nent and tem_mWrecords of t “the
offices it serves. Records maintained by of-
‘ficesof TFecord will be complete. They will
include correspondence, .with related inclo-
sures, and records of other series required

J
v
\

to document the responsibilities of the offi-
ces served; and those required in the per-
formance of their functions. Although offi-
ces of record have actual custody of records,
the records management officer and records
officers will exercise staff supervision to
insure proper records maintenance in ac-
cordance with paragraph 3.

b. Role of the Office of Record. Properly
established offices of record will place ree-
ords in the custody of the offices that have
primary interest in the subject matter docu-
mented by the records, and the primary
need to use the files. Consequently, the
functions and responsibilities of the office
gerved by the office of record are segre-
gated and completely documented. For ex-
ample: an office of record responsible for
some specific aspect of ‘“Military Personnel
Administration,” such as “Personnel Serv-
ices,” will have in its custody all the docu-
ments and records pertaining to that func-
tion. Sueh an office has expert knowledge
and an intimate view of its functions and
responsibilities, and can best determine
documentation and reference requirements.
The files thus organized and maintained will
serve the needs of the office most effectively,
and the segregation of permanent records
from temporary and transitory documents
will be easier.

\ ¢ Determining Factors for Locating Offi-
{ces of Record:

@ The maintenance of duplicate rec-
ords (convenience files) by offices served by
offices of record is prohibited. (“Reading
files” as described in AFM 181-5 are a sepa-
rate series of records and are not considered
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duplicate “correspondence files.”) Locate the

. office of record so that the need for dupli-
* cate files by the offices served thereby is

eliminated.
(2) Locate the offices of record at the

© point of greatest activity for convenience of
. the users. If the records of an organizational

element are normally used only by that ele-
ment, it should be designated as the office of
record.

(3) Avoid centralizing the records of
a¢tivities unrelated by organization in one
office of record. The maintenance of ree-
ords by the activity primarily concerned
with the subject matter makes files more -
useful, improves documentation of fune-
tions, and facilitates disposition of the rec-
ords.

%3. Duties and Responsibilities

a. Records Management Officers appointed
in accordance with paragraph 5a, AFR
181-1; 2 October 1953, will:

(1) Exercise staff supervision over the
program to insure that the policies and
procedures prescribed in this manual are
being complied with throughout the com-
mand, and that corrective action is taken
when required.

(2) Indoctrinate and train records offi-
cers in the application of current records
maintenance procedures.

(3) Coordinate and ad]ust records
maintenance practices to insure adequate
documentation and to facilitate the disposi-
tion of records.

(4) Insure the full utilization of equip-
ment and space for the purpose of keeping
records.

b, Records Officers appointed in accdrd-b

ance with paragraph 5b, AFR 181-1, 2‘§
October 1953, are responsible for monitoring
the program at their headquarters and its
constituent elements. Specifically, the rec-
ords officer will serve as a consultant to

30 August 1961

records custodians and records clerks in
carrying out the provisions of this manual.
He will be responsible for insuring that rec-
ords custodians receive adequate indoctrina-
tion dand that records clerks receive adequate
training. He will make periodic staff visits
to offices of record under his jurisdiction to
insure that all records are properly identified
on AF Form 80, “Files Maintenance and
Disposition Plan,” and that correct disposi-
tion instructions are prescribed on AF Form
82, “Files Disposition Control Label,” (See
paragraph 19b, ¢, and d.) He will also
review all requests for filing equipment to
insure full utilization in compliance with

para raph 33&.2.;# HCS g ]

c. ecords Custodians are officials admin-
istratively responsible for an organizational
element which has been designated as an
“office of record.” They also are responsible
for the maintenance and disposition of the
records and for the proper use of filing equip-

ment E 1rgcgs§ody Iy
d. Recmds Clerks are individuals who

have been assigned the duty of maintaining
and servicing the files in an office of record.
To do this job effectively, the records clerk
must:

(1) Know the functions of the office for
which the records are maintained.

(2) Know what purpose the records are
to serve and adjust the filing practices ac-
cordingly, so that accurate and efficient re-
ference service can be furnished the users
of the file,

{3) Know and apply the records main-
tenance and disposition procedures applicable
to the records he maintains.

(4)) Consult with the records custodian
and, en necessary, with the records officer
regarding problems affecting the mainte-
‘nance and disposition of records.

(5) Always maintain a neat and orderly
file.

(6) Prepare AF Forms 20 and 82.
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Chapter 2

BASIC FILING ARRANGEMENTS

Planning Files

The files of an office of record may ‘con-
sist of one or more “records series.” A
“records series” is a group of documents
arranged and maintained to serve a specific
purpose and identified by a name or desig-
nation which indicates the function the
group of documents performs as a file of
“records.” The first planning step is to de-
termine what groups of documents accumu-
lated by the office of record should be main-
tained in separate records series. In making
this determination, consider the following:

a. Reference Requirements. The need for
frequent, easy reference to a particular
group of documents may necessitate that the
_documents be organized and maintained as
“a separate series of records.

b. Volume of Records. A large group of
records serving the same purpose and be-
ing of the same kind is indicative that it
should be maintained as a separate series of
records,

¢. Physical Nature. Non-standard size
records as card files, large maps and charts,
rolls of film, tape recordings, etc, because
of their size and shage will t_preclude their
combination with”™’ records Accord-
ingly, they are segregated and filed sepa-
rately from paper records.

Ultimate Disposition. Unless it would
tention periods should be ﬁled as separate
series of records to eliminate screening, and
facilitate disposition. .

@ Basic Filing Arrangements

After considering which records are to be

filed as separate series of records, a method-

of arranging each series of records must be
selected. The method selected should permit
ease of filing and finding, and preclude the
_use of separate indexing systems, whenever
possible, A system for the subjective ar-
rangement of correspondence files is in-
cluded in Appendix A. That system- is not -

intended for the arrangement of all Air

Force records. Filing procedures for a spe- . .

cific series of records are frequently incor.
porated in the directive that prescribes the
records. However, when records are accumu-
lated which are not appropriate for filing in
a file of general correspondence, or for
which specific filing instructions are not pre- |
scribed, one of the basie sequence methods §
for the arrangement of records specified be- |
low should be selected: '

Numerical

Ch:;onological_

Geographical

Organizational

Alphabetical
Whenever one basic sequence method is
“used for the primary arrangement one or
_more other sequence methods can be used in
‘subdividing or arranging the records
within the framework of the primary ar-
rangement. For example, records filed by
subject are further arranged by date. Simi-
larly, records arranged geographically may
be subdivided organizationally. Subsequent
paragraphs of the Chapter contain a de-
scription of the filing arrangements and cri-
teria for their use,

6. Subject Arrangement

This is the term used to describe the ar-
rangement of files by categorical topics and

3
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then by related subjects within each topie.
Although there are many types of documents
than can be arranged effectively by subject,
this arrangement is most frequently used
for arranging correspondence. Each office
of record will normally have a separate cor-
respondence file. This correspondence file
will consist of originals, carbon copies, or

~ other reproduced ‘copies of letters, indorse-
ments, memoranda, and related inclosures;
and electrically transmitted messages. This
correspondence invariably involves a wide
variety of subjects and as a consequence
can best be identified and used if arranged
by subject. The prescribed system for the
subject arrangement of Air Force corre-
_spondence is the Air Force Subjective Classi-

- fication System found in Appendix A. Pro-
" ¢ cedures and techniques for the application
of the System are found in Chapters 3 and
"4, Because of the practice of some activities
to file in the correspondence file all the rec-
ords they create or accumulate, examples
of the types of records that are not appro-
priate for maintenance as a part of the
correspondence file are cited below. They
are more effectively maintained as separate

rii \gerigg of records.
4 Record sets and reference collec-

£ 1 tions of publications which are arranged by
:?-: X type of publication and chronologically
< and/or numerically under those types.
t-(2) Control type records, such as in-
dex cards, locator cards, mail control rec-
ords, document receipts, ete.

~ (8) Records with a short retention
time, such as locator files of messages, filed

\ tion, and transitory and reading files ar-
ranged chronologically.

2o (4) Case files, such as civilian and
m:hta.ry individual personnel records, and
claims and contract case files.

L.{K) Specific series of records for which
a separate directive prescribes for their
maintenance such as numerical and fune-
tional forms files, bills of lading files, sup-
ply records, ete.

(‘si RCS Reports. y
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7. Numerical Arrangement

This system is used to arrange records
that are normally identified and referred to
by number as bills of lading, requisitions,
purchase orders, etc. Other records, such
as accounting documents, are more useful
if arranged by allotment number, etc.

(Note: As a general rule, with the exception
of subject codes, numbers should not be as-
signed documents for the sole purpese of ar-
rangement for filing. This practice requires
the establishment of additional indices to lo-
cate the documents.)

There are two methods for arranging rec-
ords numerically:

a. In Consecutive Numerical Sequence,
This is the conventional method illustrated
in Figure 1;

200

175-199 H
150=174 i §
125- 149 ) \
100-124 1 \

100

j 75-99 i \

i 50- 74 |
f ; 25-99. ] §
/ \ Q-297 i \

s

Figure !. Conventional Numerical Arrangemant (Par 7a)

b. By the Terminal Digit Method., Under
this method, numbers are read from right
to left and arranged in groups. Considera-
tion should be given to the adoption of this
gystem when documents to be filed numeri-
cally have gaps in their numerical sequence,
are comprised of five or more digits and
consist of 25,000 or more card records or
individual documents or 10,000 case folders.
The basic difference in reading a six figure
number is illustrated below:

Consecutive Terminal Digit
12 34 66 12 84 &6
Yoo . Primary Growp—________1¢
t————Secondary Group________ 4
4 Tertiary Group. 4
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ﬁnder this system, records are arranged ac-
cording to (1) The last two or three digits;
then (2) By the secondary group, and (3)

By the last group. Illustrated below is a

sample arrangement using the conventional
and terminal digit arrangement:

Terminal Digit
Conventional Primaryonly Primary and Secondary

82200 322 00 o7 13 00
866348 9718 00 3 22 o0
453648 61563 02 61 63 02
615302 86568 48 45 36 48
71300 4536 48 36 b3 48

This system speeds sorting and filing, re-
duces errors caused by transposition of num-
bers, and permits a better distribution of
the work load. Figures 2a and 2b illustrate
the various possible terminal digit filing
combinations.

8. Chronclogical Arrangement

This system is used to arrange documents
in date sequence when the date is the pri-
mary means of reference. It is the most
useful method for keeping documents in
small, manageable groups, usually by year,
month, and day. Chronological arrangement

AFM 181-4

is frequently used in conjunction with other
systems. Transitory, reading, and suspense
files are examples of records which are gen-
erally arranged by date. Figure 3 illus-
trates & suspense file that is arranged chron-
ologically.

9. Geographical Arrangement

This is a file arrangement by geographical
locations such as area, country, state,
county, etc, It is used when the geographi-

cal location is of primary importance in '8

referencing records, The file is arranged in
alphabetical sequence first by the name of
the main geographical division, such as a
“state,” then by the next most important
subdivision required for reference purpose
such as “counties,” *“cities,” or “names of
bases.” Figure 4 illustrates a geographical
filing arrangement by state, '

10. Organizational Arrangement

This file arrangement is used when the 4
grouping of documents by the name of the -f
pertinent organization iz of primary im- 3}
portance in referencing records. Organiza-

™~
T}
e
w

6 0l o2

HE!
y22 01 02
T

| t6 0) 02

j\\\\\

100 01 02

192 00 02
1 B7 00 02

) 46 00 02

143 00 02

<
@

139 00 02

133 00 02

127 00 02

23 00 0Z

t4 Q0 02

111 00 02

MMM

1 04 00 Q2

)] I

5 411

|

N D))

00 00 02

Z

Yool

™ RO AR

(=
P 4

T

S
8

Figura 2. Tarminal Digit Numarical Arrangement {Par 7b}

2a. Using Primary Groups Only

2b. Using Primary and Secondary Groups

o
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¢ - tional arrangement is fundamentally an “al-

phabetical” arrangement of organizations
as they relate to each other. They are ar-
ranged by particular levels of command and
subdivided by subordinate elements ar-
ranged alphabetically and numerically by
the designations of the organizations. If

¢ both name and number organizational des-

FEBRUARY

JANUARY

I

DECEMBER

<

N
\

3 N

5 §

i o %

T 5 \

3 N

o — Q

/ : ] . \

Figure 3. Chronological Arrangement
{Par 8}

CALIFQRNIA

Williams AF Bose
Luke AF Base

Qavis-Monthan AF
Bose

N

ARIZONA

J

Mazwell AF Bosg
G:ﬁer AF Base
Gadsden AF Statian
Croig AF Bose

SIS

ALABAMA

Figure 4. Geographical Arrangement by State
(Par %)

20 February 1958
ignations are filed in the same group, the

names will be filed in front of the numbers.
(See Figure 5.)

FEAF

| 14th Air Force \
| tOth Air Force ]
| 4th Air Force
: 15t Air Force

{ Avigtion Engr. Force

CONAC

| Western AD Forca
| £astern AD Force
| Central AD Forca

\\\ NN

\L// LI

]
=]
.0

L

—_—

Figura 5. Organizational Arrangement
{Par 10}

I1. Alphabetical Arrangement

This arrangement is used to file docu-
ments by name of persons, companies, agen-
cies, etc., in alphabetical order. It is used
when the name is of primary importance in
referring to the records. Because names
comprise more than one word and fre-
quently include initials and descriptive
words, rules for filing them alphabetically
will be consistent. Rules for alphabetical
filing of names are found in Appendix B,
Figure 6 illustrates samples of aiphabetical
filing arrangements.

12. Case Filing

This method of filing is the grouping of _
documents that pertain to a particular per-
son, place, or thmg A case file may consist
of correspondence and other documents, all
of which pertain to the same person, place,
or thing The case file differs from a subject
file in that the subject file consists of the
documents collected on separate transac-
tions, all of which pertam to a general sub-

ject; while the individual documents in the .

case file pertain to a specific subject ; such as
a particular person, place, or thing. Case
files are also distinguished from subject files
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H ABLE, Andrew

au | BRIOGES, E. D.
BRO s BOLAND, Daniel %
BR \ BLACK, Ruth \
) \ BISHOP, John \
Bt \ BERNARD, Thelma \
BAR \ EENTON, Mary \
[} H \ i BACH, Caori \
1 DABER, Leo H .
1 BAAR, Fred H % -
aR ' B :
1 Anderson, Pater % X \ .
AN T - \\ 1 ALPERT, Russell \ \ .
AM J . \ y ALLEN, Henry 1 \ '
1 Allen, John \ ALLEN, Dovid \
1 Allen, Ben \ ALLAN, Harry \
AL \ : \ ADLER, Charles \
& H \ : ADAMSON, Paul H \
1 ADAMS, Ben i s

Figure & Alphabetical Arrangoment
{Par 11)
ba, Consolidated and Individual Files

in that subject files are terminated annually
while the termination of a case file is con-
tingent upon an event, such as final pay-
ment of a contract, completion of a project,
termination of employment, ete. For these
reasons, case files are generally filed as a
separate series of records under any of the
arrangements mentioned above as may be

appropriate, However,—small-groups-of-ea

microfilming may be-siibdivided by case
files, each file e1‘?tmning to-a specific micro-
filming projeet. In this case, the general
subject folder would be cut off annually but
the /f:as{‘;i]es would be brought forward to

! til the icular-

A - \

&b, Individual Files

.
-4

T Telaialeletelele g alile o Tl
ISRIRCIOR. e . X L AP

Project-was=completed. Papers within each
case file are generally arranged in chrono-
logical order, with the most recent paper
placed at the front of the folder.

. 13. Use of Copyright Indexing and Filing

Systems

The use of indexing or filing systems that
have been copyrighted by the manufacturer -
is prohibited, without prior approval of Hg.
USAF. Approval will be requested from the ™ ;%
Director of Administrative Services, Head-,
quarters USAF, ATTENTION: -Records, -
Management Group- (AF , giving a*
description of the system to be used, the
name of the manufacturer and the records
to be maintained thereby.
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Chapter 3

THE AIR FORCE SYSTEM FOR THE ARRANGEMENT
OF RECORDS BY SUBJECT

4. What This Chapter Contains

This chapter contains a description of the
i Air Force Subjective Classification System
for the arrangement of correspondence by
subject. The classification system, consist-
t  ing of a master classification outline of Air
B Force subject matter and a relative index
i’cherei:o, will be found in Appendix A.

15. The Air Force Subjective Classification
System

®  a. Introduction. It has been said that:

8% “the best system ever devised is only as

good as the persons that uge it.” This means,

g of course, that in order for a “system” to

) accomphsh the purposes for which it is de-

.- slgned the persons that use it must under-
d Stand thoroughly what it was designed to do
. and how to apply it. The Air Force Subjec-
W tive Classification System has been designed
: to:
J (1) Arrange and group correspondence
¥ and related documents by the Air Force
. function to which their subject pertains;
i (2) Provide subject arrangement of
[l correspondence and related documents so
f that they can be filed and found quickly and
i easily; and
b (3) Enable Air Force activities to
i separate, simply and quickly, those portions
of the file that must be retained from those
| that should be disposed of promptly.

Since the system is designed to group the
i subject matter of documents by the function
i to which they pertain it can be described as
" a “functional classification system.” With
that ided in mind, all of the functions per-

formed by Ajr Force activities have been
grouped into twenty-five (25) broad cate-
gories which are referred to in the system
as “major subjective categories™ or *major
subjects.” '

b, Major Subjective Categories. The “ma-~
jor subjective categories’” are listed in Ap-
pendix A, together with a list of the most
common specific subjects that comprise each
of the major subjective categories. Each of
the twenty-five {25) major subjective cate-
gories represents a group of specific but re-
lated functions and related subject matter.
The addition of other major subjective cate-
gory titles is not authorized. The meaning
and scope of each major subjective category
is explained in Appendix A.

¢. Subdivisions, Each of the major sub-
jective categories is subdivided by related
subject matter. These subdivisions are re-
ferred to as primary, secondary, tertiary,
and further subdivisions. When the primary
subject is rather broad in scope and includes
matters frequently identified as separate
functional subjects, a list of such subjects
is provided. These subjects are referred to
as ‘‘secondary subdivisions,” or “secondary
subjects.” Similar lists of related subjects
are added to the secondary subdivisions and
tertiary subdivisions, The complete list of
subjects is referred to as the “master out-
line” for it is, in fact, an “outline” of the
broad functions performed by Air Foree
activities, a majority of the specific func-
tions of which they are comprised, and how
they are related to each other. The “master
outline” in this manual is intended only as
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a reference guide for establishing a “subject
file” that will meet the specific requirements
of the user and to show the proper relation-
ship of specific subjects to the major sub-
jects and to each other. Subjects not spe-
cifically provided for in the master outline
may be added. To permit flexibility and sim-
plification of the filing system, secondary and
further subdivisions may be used as pri-
maries when they represent the primary
function of the activities served by an office
of record. It must be noted that the titles
t:eggesented as subdivisions - are -subjeets—
and do not indicitEthat-theretsra itselr will
be filed there.. For example, MIL 7, “Mili-
tary Personnel Records” is used.to group
correspondence on the subject of Military
Personnel Records. The personnel records
groups or individual personnel files are filed
as a separate series of records and not in
the correspondence file.

d. Rules for Using lthe Subjects in the
Master OQutline. It must be borne in mind
that the Air Force Subjective Classification
System- is designed to meet the many and
varied requirements for “subject files” that
exist throughout the Air Force. 1t is not
intended that the master outline of subjects
be used in its entirety for a single set of files.
The master outline will be used only as the
basis for establishing a file, using only as
much of the ‘“master outline’” as is neces-
sary to meet the reference requirements of
the user and volume of documents that will
be placed in the file. If the suggestions be-
low are borne in mind in applying the sys-
tem and its procedures, a simple and effective
subject file will result.

{1) If the volume of records accumu-
lated under a major subjective category is
small, use only the major subjective cate-
gory and, if necessary, certain selected pri-
mary subdivisions.

{2) Subdivide subjects only when ex-
perience indicates that a specific aspect of
the subject is referred to frequently, and
the volume warrants a separate subdivision.

{3) When the volume of documents in
a subject folder reaches the capacity of the
folder (three-quarters of an inch) and it is
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not necessary to subdivide it in accordance
with (2) above, add another folder on the
same subject, identified by the inclusive
dates of the documents within each folder.

e. File Codes, File codes are a combina-
tion of letters and numbers that represent
a particular subject.

{1) Subjects are assigned file codes to
facilitate identification for classifying, sort-
ing, and filing. In this classification system
the coding system consists of a three-letter
symbol for each of the 25 major subjective
categories and number(s) representing the
subdivision, if used. With only a few excep-
tions, the symbol clearly suggests the sub-
jective title it represents. For example, CIV
means Civilian Personnel Administration,
and MGT means Administrative Manage-
ment. A list of the symbols is contained in
appendix A.

(2} As indicated in g(2), below, sub-
divisions are arbitrarily assigned a number
in the sequence in which they were estab-
lished on the initial file outline. Dashes
are used to separate the numbers. Exam-
ples of file codes representing major sub-
jective categories and primary, secondary,
and tertiary subdivisions are illustrated be-
low:

Major Subjective Category Clv
Primary ‘CIvV1
Secondary CIV 1-1
Tertiary CIV 1-1-1

f. Relative Index. The index in appendix
A is an alphabetical listing of specific sub-
jects, indicating the related major subjective
category or subdivision in the Master Out-
line, Air Force Subjective Classification
System, The relative index shows the proper
relationship of specific subjects to the
major subjects and to each other. It
will assist the user of the system to classify
documents properly for filing. For example,

MIL 2 indicates that the subject of “Assign-

ment of Military Personnel” is related to

the major subjective category, MILITARY -

PERSONNEL ADMINISTRATION. The
subject, “Temporary Duty Assignment” is
MIL 28 which indicates that this subject
1s related to MIL 2, “Assignment of Military
Personnel.” Note that the index also In-

RS

el
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cludes titles and terms synonomous with
subjects listed in the Master Outline. It
is not necessary to compile a separate rela-
tive index for the files outline of the files
of an office of record (see g, below). How-
ever, a notation on the file outline of the
inclusion of unusual subjects in a major
subjective category or subdivision thereof is
" frequently very useful. It is again empha-
sized that the numerouns subjects that make
up the Master Outline and the Relative
Index are to be used only to the extent nec-
essary to establish a file in the most simple
form that will meet the requirements of the
office of record.

g. General Corvespondence Files Outline.
(Note: The “file outline” (subjective classi-
fication outline) for general correspondence
files has been made a part of AF Form 80,
“Files Maintenance and Disposition Plan,”
described in paragraph 19¢. Do not prepare
a separate general correspondence “file out-
jine.” Pending a complete revision of this
manual, all references to “file outline” will
be interpreted to refer to that portion of
AF Form 80, which describes the subjec-
tively arranged general correspondence file.
Accordingly, the following instructions for
maintaining these files will continue to
apply.) Use the “master outline” as a basis
for establishing a ‘“file outline.” Subjects not
gpecifically provided for in the “master out-
line’” may be added to the “file outline” as
required. The “file outline” is prepared on
AF Form 80. (See paragraph 19¢.)

(1) In preparing the file outline, select
the major subjective category or categories
that represent the subject matter areas
dealt with by the offices served by the office
of record. Use only the minimum of sub-
divisions warranted by wvolume of corre-
spondence,

(2) In numbering the primary, sec-
ondary, and further subdivisions, do not use
the numbers in the masgter outline, but as-
sign your own numbers in sequence, under
each' major subjective category, as illus-
trated below. In the illustration, a group of
subjects from the major subjective cate-
gory, MILITARY PERSONNEL ADMIN-

ISTRATION, is used. If subjects are added

10
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after initial compilation of the file outline,
merely assign the next number in sequence.
MIL 1 Assignment and Reassignment
2 Discipline-Conduct
3 Pay and Allowance
4 Promotion and Demotion
(added) 5 Identification
Secondary numbers will be assigned in se-
quence under each primary subdivision as
illustrated below:

MIL 1 Assignment and Reassignment

1-1 Attached

1-2 Permanent Change of Sta-
tion

1-3 Temporary Duty

(added) 1-4 Flying Status

{3) Consecutive numbering is not re-
quired in secondary or further subdivisions
that are subdivided by a numbering system
from another publication. To illustrate:
When the supply class numbers listed in
AFM 67-1 are used as subdivisions of MTN,
the classification numbers will be uzed as
assigned in the supply manual: for example,
MTN 4 (14), (15), and (25).

(4) Avoid. setting up folders that will

contain only one or two papers.

(a) Subdivide major and primary
subjects only when experience indicates that
a specific subdivision of the major subjective
category is needed for reference, ex-to-segre-
gate—records that have different-—Tetemntion
periods-—

(b) Do not use a subdivision merely

because a few pieces of paper are accumu-
lated on a specific subject, or anticipate the
use of subdivisions, unless experience indi-
cates their need.
Example A illustrates further an elaborate
subdivision that may be consolidated to pro-
vide adequate subject coverage, and yet will
result in making and searching fewer fold-
ers. (See example B.)

Example A:
MED 4 Hospital and Dispensary
Administration
4-1 Capacity and Status
4-2 Clinical Records
4-3 Patient Management
4-3-1 Admission and
Disposition
4~3-1~1 Discharge
4-3-1-2 Leave
4-3-1-3 Transfer




0

c) Mal Eenance and Disgposition Plan,”

30 August 1961

Example B:
MED 4 Hospital and Dispensary
Administration
4-1 Capacity and Status
4-2 Clinical Records
4-3 Patient Management

In the above example, it was assumed that
only a few papers were accumulated on each
subdivision of MED 4-3. Therefore, to
avoid making four folders that would con-
tain only a few papers each, these papers
were consolidated under MED 4-3. It is
best to let experience dictate the need for
subdividing each subject.

(5) The terms “general” and_“miscel-
laneous” will not be used, since generaliza-
tion is provided throughout the system. Us-
ing example A, above, as an illustration;
a letter pertaining to Hospital and Dispen-
sary Administration, but not specifically to
subjeects 4-1 thru 4-3, would be classified
under MED 4. Similarly, a letter pertaining
to Patient Management, but not specifically
to the subdivisions thereof, would be classi-

ﬁed MED 4-3.
RIGINAL

of AF Form 80, “Files
+rederd-

as will be maintained in

_ﬁ_gnt of the current gomorml-sassesmandense

_files. It is not necessary to retire a copy of
the plan with files retired to the records
staging area because the AF Form 42,
“Records Shipment List,” contains sufficient

detail to facilitate search. ¢ o :
Qutlines” superseded by the syste cribed
m palagraph 19bw11 aanEiniained and re-

eneral correspondence ac-

5 ”c {/ of=this-systems)

5 hﬂu‘ @Classnfymg Correspondence

Classifying is the process of determining
the subject matter of the document; the
major subjective category that represents
that subject matter; the specific subdivision
to which it pertains, if needed; and the file
code that should appear on the paper.

Subject matter is classified in accordance
with the file outline prepared for the office
of record. In determining the classification
of a letter, the classifier should read the
body of the letter since the “subject line”
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does not always represent the actual subject,
or may lack sufficient identifying informa-
tion. In the process of classifying docu-
ments, the classifier must also determine the
need for cross-referencing as discussed in
paragraph 17 and illustrated in figures 7
and 8. After the appropriate classification is
determined, place the file code on correspond-
ence in the upper right corner as illustrated
in figure 7. Papers will be coded only after
action has been completed and papers have
been authorized for file.” {See paragraph
21a.) A few general rules to be followed
in classifying by the Air Force Subjective
Classification System are discussed below:
a. The subject of a document may have a
different meaning or significance to the in-
dividual activities involved in the exchange
of correspondence. Therefore, the subject of
the document should be classified on the basis
of its pertinence, interest, or significance to
the functions and operations of the activity
for which the document is maintained. For
example, to an Operations Office, the subject
“Use of Air Bases” may mean suitability of
the base from the standpoint of its use for
strategic bombing operations and the docu-
ment would be classified accordingly, under
OPS 1. To an Installations Office, the sub-
ject may concern the engineering problems
involved in maintaining the airfields, and
therefore, it would be properly classified
under INS 1. Similarly, documents that refer
to an item of supply, or the action of a
board or committee, should be classified on
the basis of the subject matter they concern
and on the basis of their pertinence and sig-
nificance to the function of the office for
which the reeords are maintained. For ex-
ample, a letter about an item of supply would
be classified under MTN, SUP, or R&D de-
pending upon whether the letter concerned
the maintenance of the supply item, the dis-
tribution of the item, or the performance of

research and development on the item. Like- °

wise, reports, if not filed as a Separate series
of records, should be filed by the subject of

_thg report, For example, Tecords Manage-
ment Reports are filed under MGT 1, Docu-
mentation and Records Management, and not
under MGT 10.

1
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_ b. Correspondence acecumulated in the
.- performance of the primary mission or
©1 ¢ functions of thescfiees-ssumed=isy the office
'« of record, as opposed to those documents ac-
=" cumulated in the internal administration of
the office, will be classified under the major
subjective category or subdivision thereof
that represents each such subject. (See Fig-
ure 9.)
¢. Correspondence accumulated
= performance of the internal administration
4 ¢ of tvesafmsssmorvedsly the office of record
' will be classified under the major subjective
category OFFICE ADMINISTRATION, or
.~ appropriate subdivision thereof.
~». d. Correspondence, whether t-!'rg; concerns
o :;'«A“mission functions” or “office administra-
. «tion” that are “transitory” in nature will be
< \classified and filed as transitory material as
"~ explained in paragraph 19c,

in the

17. Cross-Referencing

DD Form 834, illustrated in Figure 8, is
placed in the files as a finding aid when
-j reference is made to the actual document in
-I more than one way. A copy or copies are

MISSION CORRESPONDENCE (PAR. 16b)
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_filed under one or more subjects as re-

quired, indicating where the actual docu-
ment is filed, Judgment based on knowledge
of the files and the manner of making ref-
erences should determine the extent of
cross-referencing, Elaborate cross-reference
systems should not be established because, in
isolated instances, a particular document is
hard to find. Instructions for preparing the
cross-reference form are contained in para-
graph e, below. As a general rule, docu-~
ments should be arranged in a manner
which will preclude the necessity for cross-
references, or any other additional “find-
ing” system.

a. Subject Cross-Refereneing. When two
or more separate and distinct subjects are
contained in a single document, classify and
file the document under the primary sub-
ject, and cross-reference the other subject,
or subjects, as required. The cross-refer-
ence designation will be made by the classi-
fier at the time the initial coding is made.
The designations are placed on documents
as illustrated in Figure 7.

b. Name Cross-Referencing. Air Force

INTERNAL OFFICE ADMINISTRATION
CORRESPONDENCE (PAR 16¢)
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activities, conducting a large volume of cor-
respondence with the general public, the
Congress, or other government agencies,
may find a “name index” useful in quickly
locating correspondence filed by subject.

When such an index is warranted, it will be -

maintained in front of the first dtawer of
the files to which it relates. :

c.*Continuity Cross-Referencing., This is
the use of a cross-reference sheet describing
a document brought forward from one folder
to another and consolidated with related
papers. The continuity cross-reference sheet
is filed, replacing the document brought
forward. -

For example: a basic letter with 2 indorsements,
filed under date of 21 Jun 60, may be brought for-
ward and attached to another basic letter, dated 7
Jan 61, on the same subject and transaction, A
cross-reference sheet is prepared and filed in place
of the letter dated 21 Jun 60 to show that the
letter has been placed in the files of the following
year.

d. Cross-Reference Designation. File.and
cross-reference designations will be placed
on the document-as illustrated in figure 7.
A check mark, drawn through the (x), will
indicate that the cross-reference has been
prepared. Names to be cross-referenced
should be underlined. Place an (x) over the
name after cross-reference has been made.

e Preparation of Cross-Reference
Sheets. DD Form 334 (supplied in single
sheets is used for this purpose (see figure
8).

(1) Date. Type date of correspondence
or document being cross-referenced: day,
month, and year (e.g., 1 June 1961), If no
date is shown, ingert “ND" and approximate
date, or, date received,

(2) Index. List all subject and name
cross-references which the classifier has
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marked. If more than one reference is re-
quired, use additional DD Forms 334 as
needed. This form is also used for “con-
tinuity cross-referencing.”

(3) To. Enter name of individual or
organization to whom the document is ad-
dressed.

(4) From.
nator.

(5) Summary. Enter subject line of
document being cross-referenced. If fur-
ther identification is needed, include names,
serial numbers, sums of money, or other
supplementary information.

(6) Filed. Enter file designation of the
document. When a continuity cross-refer-
ence sheet is being prepared, place the new
date (under which the correspondence will
be filed) in parentheses after the file designa-
tion; e.g., MGT 1-1 (1 Jan 63).

*f. Substitution of Copies for DD Form
334. If an extra copy of the document to
be cross-referenced is available, use it in-
stead of DD Form 334. Also, use copies
made on “fast copy” machines in lieu of DD
Form 334 when facilities are conveniently
located.

{1) When Extra Copies Are Used. Mark
extra copy as illustrated in figure 7. Circle
file designation to indicate where the extra
copy is to be filed as a cross-reference.

Indicate document origi-

(2) When Fast Copies Are Used. Mark,

the record copy (as illustrated in figure 7)
before making fast copies of it. Circle file
designation, on the copy, to indicate where
it will be filed as a cross-reference.

(3) Confinuity Cross-Reference. When
using extra or fast copies for continuity
cross-reference, write (in parentheses) the
new date under which the document is filed
(as described in subparagraph e(6) aboxg).

nE
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Chapter 4
FILES PROCEDURES

18. What This Chapter Contams

This chapter contains instructions for:

a. Filing 'to facilitate disposition of

records.
b. Maintaining classified records.

¢. Preparing and assembling correspon-
dence for file.

d. Using guides and folders.

e. Labeling guides, folders, and cabinets.
f. Charging out documents from the file.
g. Fastening papers. '

h. Sorting records.

j. Cutting off files after prescribed periods
of time or upon occurrence of a specific
event,

19. Adaptation of Filing Procedures
To Facilitate Disposition of
Records

“a. General Policy. Planning for records
maintenance has 2 objectives:
(1) To arrange records to meet current
reference requirements.
{2) To identify and group series of rec-

« ords to facilitate systematic disposition au-
1 thorized by AFM 181-5.

Arrange files to make it easier to destroy or
retire them., For example: arrange files to
permit periodic retirement or disposal of
each records series in complete blocks (see
figure 10). Do not interfile records having
different retention periods.

*b. Consolidated Files Maintenance and
Disposition System. AF Forms 80 and 82,

“Files Maintenance and Disposition Plan,”
and “Files Disposition Control Label,” are

the 2 basic elements of this system. These

forms (described in ¢ and d below) replace
AT Forms 296 and 2962, “Records Control
Schedules,” and “Continuation Sheet,” and
the general correspondence files outline,
Records control schedules, superseded by this
system, will be retained as long as needed.

c. Files Maintenance and Disposilion Plan:

(1} Purpose. AF Form 80, ‘Files
Maintenance and Disposition Plan,” will be
prepared by each office of record (see figure
10a). It identifies all records for which an
office has responsibility—both general cor-
respondence files and other separate series
of records. When used with labels (de-
scribed in d below), this form provides a
comprehensive and efficient system for main-
taining and disposing of records.

(2) Preparation. Both sides of AF
Form 80 will be used and prepared (in duph-
cate) as follows:

(&) Column 54. Start with number
1 and consecutively number each series of
records on the “Plan.”

(b) Column 5B. Enter a brief, pre-
cise description of each series of records,
using title of the applicable paragraph of
AFM 181-5. If necessary for series iden-
tification, list various documents in the
series. Occasionally, the local title of a
series differs from AFM 181-5. In such in-
stances, add the local title immediately after
title used in the manual, (NOTE': If a group
of records is not identified in AFM 181i-5,
use a brief title that is descriptive of the
file and its function,) When identifying
general correspondence files, list the “mis-
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SEPAR

ATE SERIES

FILES

GENERAL CORRESPONDENCE

(MISSION)

FILES

GENERAL CORRESPONDENCE

{OFFICE ADMINISTRATION)

TRANSITORY FILES

Figure 10. File Drawer lllustrating Placement of AF Forms 82

FILES MAINTENANCE AND DISPOSITION PLAN

DATY PREPARED
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Figure 10a. Files Maintenance and Disposition Plan {Policy Meking Office).
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sion” and “office administration” portions
of the file as separate items (see figure 10a):
Then list specific subjects making up each
portion of the file (see paragraph 15g and
figure 10a). On the form, list records series
in the sequence that best suits the needs of
the using office.

(¢) Column 5C. Self-explanatory

{(d) Columm HD. Enter paragraph
and subparagraph numbers of AFM 181-5

prescribing disposition of the records. 1If
a paragraph covering disposition of the files. |
and advise B

cannot be found, enter “None,”
the records officer,

(3) Distribution. AF Form 80 orlglnal-_.
will be retained by the office of record. For- .

ward the copy to the responsible records

officer for review and use in monitoring-
maintenance and disposition of records con-

cerned.

(4) Review. Preparation of AF Form
80 iz a one-time job. However, periodically
review and amend the form to insure that
all files are accounted for and that cited dis-
position authorities are appropriate. Rec-
ords officers will be notified of any correc-
tions, deletions, or additions. Reaccomplish
AF Form 80 only when further corrections
or additions cannot be made.

% () Standardization of AF Form 80.
Some lower echelon activities (such as base
exchange units) accumulate, maintain, and
dispose of like records in the same way. In
such cases, standardization of AF' Form 30
will save time and money. Proposed stand-
ard AF Form 80 will be approved by the
command records management officer before
using activities prepare and distribute them,

d. Files Disposition Control.

% (1) Purpose. AF Form 82, “Files
Disposition Control Lahel” (see figure 10b),
is printed on special paper éﬁ}}:k which ad-
heres to file guide cards en moistened
with water. Affix this form to tabs of guide
cards precedmg each record series to facili-
tate block disposition of records. This iden-
tifies records filed behind each guide card
and prescribes their ultimate disposition (in
accordance with authorities from AFM
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WGP 1M OF 110144

1. TIME Ok DESCRIPTION OF RECORDS SERIES

3. GENERAL CORRESPONDENCE
FILES (Office Admin-
istration)

-. 2. 'rmcmras Nglmgiaa (23 -5

1 Is curorr mstrucrions

31 December

4. DISFOSITION INSTRUCI’IONS .

Destroy after 1 yea.r.

FII-ES DISPOSITION CONTROL LABEL
AF A«g o1 82

REPLACES AF FORMS 296, JAN 57 AND 2944,
JUL 54 WHICH MAY BE USED UNTIL 1 JAN 63,

Figure 10b. Files Disposition Control Label.

181-5 cited on the related AF Form 80},
These guide cards and labels are “disposi-
tion guide cards,”
“locator guide cards” described in paragraph
25. Do not use both “locator” and-“disposi-
tion” guide cards in front of a records
series because the disposition guide card
also serves as a locator guide card,

% (2) Use:
(a) Placement of Disposition Guide
Cards:

1. Use a first (left) position dis-
position guide card to identify files to he
transferred to the records staging area.

2. Use a second (center) position
disposition guide card to identify files to be
forwarded directly to a records center by
the office of record (such as morning reports,
personnel folders, ete.).

3. Use a third (right) position dis-
position guide card to identify files to be
destroyed in the current .ﬁles area.

It is important that «ll records following a

as distinguished from .

ide_card have the same refention period.

These cards will remain with cut-off files
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as long as they are retained in the current
files area. (See figure 10 for examples.})

(b) Replacement or Reuse of Cards:

1. Make new sets of cards as needed
for current accumulations of each records ©
series.

2. When non-current records series
are retired or destroyed, reuse the disposi-
tion guide cards for current accumulations.

(¢) Exceptions:

1, When it isn't feasible to affix

AF Form 82 to a guide card and place the
guide card in front of a -record series, iﬁ_‘i_}f
the label to the container housing the rec-
ords. When the series of records is housed
in more than one container, affix the label
to the first container.

2. Do not prepare AF Forms 82

for records maintained for a period of time

hut never placed in filing equipment (such
as a safe check 'record or ‘a room security
inspection record). Instead, describe the
records on AF Form 80 and enter disposition
instructions immediately below the descrip-
tion.

(3) Preparation:

w(a) Item 1 (Title or Descripton of
Record Series). Insert appropriate item
number from AF Form 80, “Files Mainte-
nance and Disposition Plan,” and paragraph
title from AFM 181-5 followed by the local
title, if any, NOTE: When volume justifies,
item number from AF Form 80 may be used

to code papers for filing in series other than

correspondence files,

(b) Item 2 (Paragroph Number from
AFM 181-5). Enter applicable paragraph
number of AFM 181-5. If no paragraph is
applicable, enter “None.”

*(c) Item 8 (Cut-off Instructions).
Indicate day and month (omit year to per-
mit reuse of disposition guide card) or event
when records will be cut-off as prescribed
in paragraph 29, AFM 181-4.

{(d) Item 4 (Disposition Instruc-
tions). Enter following information, as ap-
propriate:

1. If series has a short retention

AFM 181-4C

period, and, can be held in available space
and equipment in office of record until eli-
gible for destruction, enter the word “De-
stroy” followed by the retention period (e.g.,

e Destroy 6 ‘months affer cut-off).

2. If the series is “permanent ¥ or,
subject to a long retention period, enter the
words “Transfer to Staging Area” or “Re-
tire to Records Center,” (as appropriate)
followed by the period of retention in the
office of record (e.g., “Transfer to staging
area 2 vears after cut-off”). Then, if rec-
ords are temporary, give additional reten-
tion period (e.g., “Destroy after 3 additional
years.”); if records are permanent, so indi-
cate. If disposition instructions are too
lengthy for inclusion in this block, enter
statement: “See AFM 181-5.”

2. If no disposition instructions
have been published enter “None.” If in-
structions are published later, cross out
“None” and enter applicable instructions.

%e. General Correspondence Files. These
are subjectively arranged files of letters,
messages, memoranda, and related docu-
ments accumulated by most offices of record.
Maintenance of such files under the Air
Force Subjective Classification System pro-
vides for segregation of “mission” documen-
tation from “non-mission” (or housekeeping
papers) at time of filing. This is accom-
plished by filing correspondence pertaining
to the mission {(functions and responsibili-
ties) of the office of record under the appro-
priate major subjective category chosen
from appendix A of this manual. All other
correspondence is arranged subjectively in
the “Office Administration—ADM" category
as ‘“non-misgion” to the office accumulating
them, Arrange correspondence files as fol-
lows to facilitate disposition:

(1) HQ USAF, Major Air Commands,
and Certain Major Subordinate Air Com-
mands:

(a) Mission
spondence.

“Managerial” Corre-
Correspondence files at these

levels documenting Air F nd-

wide “policy _making, program _ monitoring,
and implementation of policies from higher

19
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authority, are permanent records as provided
in paragraph 050101a(l), AFM 181-5.
They should be identified as a separate rec-
ords series on the AF Form 80. (Corre-
spondence accumulated by major command
staff offices pertaining to functions for
which they have command-wide responsibil-
ity is an example of such material.)

(b)Y Mission ‘“‘Operational” Corre-
spondence., Many offices at these levels also
accumulate mission correspondence of tem-
porary value, (Correspondence accumulated
by major command staff offices pertaining to
local implementation of Air Force and com-
mand directives by their immediate head-
quarters is an example of such correspon-
dence.) It may be destroyed after 1 year
as provided in paragraph 050101b, AFM
181-5, and should be identified as a separate
item on the AF Form 80,

20
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{c) Non-mission Correspondence.
This category is also accumulated at these
higher headquarters. It should be identified
as a separate item on the AF Form 80 and
disposed of after 1 year as provided in para-
graph 050101a(2), AFM 181-5,

(2) All Other Organizational Levels.
For records disposal purposes, there is no
need to differentiate between “mission” and
“non-mission” correspondence at these levels
since both groups of correspondence are dis-
posable after 1 year. Accordingly, identify
correspondence files at these levels as 1 item
on the AF Form 80 and cite paragraph
050101b, AF 181-5, as the disposal authority.

“(8) Correspondence Filed With Other
Records Series. Correspondence relating to
forms or other documents filed as separate.
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\ 2}/ Transitory-
V" servéd” their purpose should be destroyed
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series of records should be filed with such
documents. For example, correspondence
that relates to a specific bill of lading should
be filed with the bill of lading. If this is
done, the correspondence can be disposed of
without screening at the same time the bill
of lading is disposed of. b(’
f. Transitory Records: ﬂ
(1) Offices will generally accumulate
correspondence and other documents that
are of transitory value only. They include
original and informational copies of docu-
ments that do not contain procedural or
policy matter applicable to the receiving of-
fice, that do not require action by the re-
ceiving office, that involve a routine trans-
action, or that do not contain information
of continuing reference value. They may
also consist of letters of transmittal, com-
munications correcting reports or other
minor corrections to records, and requests
for routine information, publications or sup-
plies. The elimination of this material sim-
plifies filing, because there are fewer papers
to code, sort, and file subjectively. This also
permits faster reference to important pa-
pers; and eliminates the need to screen the
transitory material when records are dis-
records that have
immediately rather than filed. However, if
it is believed that they will be of reference
value ‘for 90 days or less, they will be filed
in a folder labeled “Transitory” in date or-
der regardless of subject and maintained
as a separate series of records.

lowing action be tg
the records would

alifible for disposal within 80 days.

2)”Records that are disposable con-
tingent upon supersessmn or obsolescence
¢ — jrds

AFM 181-4B

les, office polic

<
dums, etc., can be filed in the correspopdence

file but “flagged™ to indicate that
be brought forward into the currént file each
year

63 Records with retention periods of
a’ years or less may bfr/njmtamed as a pari
of corresponder;e{ﬂ es which are disposable
after Z years and destroyed when the latter
files hecome, eligible for destruction.

(4) XKecords disposable in 1 year or

less n/u]d be maintained on a calendar or
fiscal year basis and destroyed 1 year after

e

5 . .
ﬂb*@p Policy or Precedence Files ¥

These files consist of {ext
lected documents that reflect policies, pre-
cedents, - procedures, and instructions that
govern the performance of the mission and
the operation of the office. y They are used
as a “ready” reference in conducting daily
business and as a means of indoctrinating
new personnel. They must be maintained
on a current basis as a separate series of
records. Since the documents in the file are
few in number, they can usually be main-
tained in a single folder or binder. ~The
file is kept current on a continuing basis
by replacing superseded gocuments, remov-
ing ohsolete documents, and adding new
documents

*20. Filing Secvurity-Classified
Records

Handle classified files in accordance with
AFR 205-1:(ppctve. 3=70, &ot

of se-.

B 9

File classified records separately, emce:oto

when it is necessary to maintain the distine-
tion-and continuity of a particular transac-
tion or event, or the volume of unclassified
material is too small to justify setting up
separate files. In=swmehsi@sss: indicate on
the folder tab the highest classification of
the records filed therein. Otherwise, the
label and file designations should be the
same in all other respects as the folders
containing unclassified, 'material. Folders
containing classified material must be filed
in cabinets of the type authorized for each

20.1
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classification. If folders containing classi-
fied material are to be filed with unclassified
material, place the classified folder directly
behind the folder containing unclassified
material of the same type. When classified
and unclassified "material are filed in the
same file eabinet and additional filing space
is needed, the classified and unclassified
folders will be segregated and filed in sepa~
rate cabinets to avoid having to purchase
additional security equipment. When a
classified document is to be added to a vol-
uminous file that has been unclassified be-
fore, the following action is recommended:
substitute a cross-reference sheet for the
classified document and file the classified
document separately in available security
equipment. Do not include any classified
mformation on the cross-reference sheels
that are to. be filed in an unclassified file.

21. Preparation of Documents for
Filing
In preparing documents for filing:

a. Insure that documents have been au-
thorized for filing by the word “file” and
initials of the authorizing official have been

¥ written on them as illustrated in figure 7.

i

} However, certain documents, such as re-

“tained copies of outgoing correspondence,
are to be filed because there is evidence that
they have been signed and dispatched. These
copies, therefore, do not require the word
“file” and initials,

and other temporary fasteners.

)x\ b. Remove rubber bands;, paper clips, pins

, 4 (@) Determine that the file is complete and

all inclosures are retained, or are accounted
for.
d. See that parts of another file are not
accidentally attached.

e. Mend, or reinforce with scotch tape, all
torn or frayed papers.

f. Destroy identical duplicate copies, ex-
cept the “originals” and “coordination” or
file copies of correspondence.

g. Remove all copies of mail control
forms and receipts; classified cover sheets;
and memo routing slips, except those con-
taining remarks of significant record value,

20.2
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%22. Assembling Correspondence for

Filing

Arrange file copies of correspondence in
the aequence described below. This arrange-
ment is identical to the arrangement pre-
scribed for dispatch of correspondence in
AFM 10-1.

a, Letter With No Indorsement (See
Figure 11):

(1) Arrange in numerical sequence
with first of two or more pages on top.

(2) Arrange attachments in numerical
sequence, following the basic letter.

b. Letter With Indorsements (See Figure
12},

(1) Arrange correspondence as follows:

{(a) Place the latest indorsement on
top of basic letter. All other indorsements
follow the basic letter in numerical
sequernce.

{b) Arrange attachments in numer-
ical sequence and place at the bottom of the
file.

(2) Arrange the pages as follows:

BASIC LETTER

FIRST PAGE

SECOND PAGE

INCLOSURES [N NUMERICAL SEQUENCE

Figure 11. How To Assemble Basic Letter and Anach-
ments with No Indorsemenits for Filing (Par 22)
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.' ILAST INDORSEMENT (First Page on Top)

LAST INDORSEMENT (Signature Page)

BASIC COMMUNICATION (Pagel)

BASIC COMMUNICATION {Page 2)

Ist INDORSEMENT {Poges 3and4)

2nd, 3rd, etc. INDORSEMENTS
( Pages continuing in Numerical Sequence )

ATTACHMENT | (Pages t, 2, etc.)

ATTACHMENT 2 ( Pages I, 2, etc.}

Figure 12. How To Assemble Basic Letter With Attachments, Indersements, and Related
' Mauterial for Filing (Par. 22)

20.3
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(a) Arrange pages of latest indorse-
ment in numerical sequence (on top of basic
letter).

(b) Arrange pages of basic letter and
all other indorsements in numerical sequence.

¢. Filing Date. File correspondence ar-
ranged as prescribed in a and b above, by
date of latest action.

23. Connecting Related Papers
When papers to be filed refer to or are

concerned with previous documents relating

to the same transaction, the previous docu-
ments will be brought forward and combined
with the papers to be filed, if reference re-
quirements justify such action. (See figure
12.) A cross-reference sheet will be sub-

stituted for papers brought forward from G

one folder to another in the same manner
as provided in paragraph 17¢, to maintain
contmu1ty

0 Fastening Practices

Papers relating to the same action, such
as the basic letter with indorsements and
attachments, will be stapled together in the
upper left corner. The stapled documents
will then be filed loosely in each folder.
Documents in a subject file will not be
fastened with prong fasteners. Prong

e
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fasteners may be used for fastening docu-
ments that make up a “case” file. For such
cases, a short strip of masking tape, pressure
sensitive adhesive tape, or other suitable
material should be applied on top of the
metal fastener and affixed te the outside of
the file folder. (See figure 12a.) This tech-
nique prevents tearing of folders in the file
drawers and materially prolongs the life of
the folder. It also insures that the fastener,
when open, will not become detached from
the folder. Documents to be added te a case
file will be merely dropped in the case folder
until the case is withdrawn for reference.
All accumulated documents can then be
punched and fastened at one time.

\

Preparation and Use of Guides
and Folders

Sample file arrangements illustrating the
use of guides and folders in-a correspondence
file are shown in figures 13 and 14. Sug-
gested arrangements of guides and folders
for other than subject files are illustrated
in chapter 2. Disposition Guide Cards used
to identify separate series of records and
which tell how the records that make up the
series are disposed of are discussed in para-

“graph 194. Alphabetical subdivisions listed

in appendix B may be utilized for alpha-

MASKING TAPE

PRONG FASTENER

Figure 12a. Use of Musking Tape on Prong Fasteners

20.4
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betical file guides. The standard guides,
folders, and the lable prescribed for Air
Force use are listed in chapter 5. Specific
instructions for the use of guides and folders
in the general correspondence file are pre-
seribed below:

\ a. Guides:
@ File guides serve as signposts to

lead The searcher to specific portions of the
file. They also support the folders.

{a) A first position guide will be pre-
pared to introduce each major subjective
category used in establishing a set of files.

(b) Guides in the second position are
generally used for the primary subdivisions
and in the third position for further subdivi-
sion. This guiding procedure and the uge of
first, second, and third guiding positions are
illustrated in figure 13. However, to achieve
a better balance of guides to folders, in
instances where the tertiary and further
subdivisions are numerous, it may be desir-
able to place both the major and primary
categories in the first position, the secondary
in the second position, and further sub-
divisions in the third position. This method
of using guides is illustrated in figure 14.

{¢)} The rules for the use of guides are
made flexible intentionally so that the user
of the file may “guide” the file to make the
best possible reference, eonsidering the com-
plexity of the file. As a general rule, in addi-

AFM 181-4B
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@The major subjective code and title,
ie., T—ADMINISTRATIVE MANAGE-
MENT, is to be typed or printed on a
standard label, Attach this label to the guide
tab. For subdivisions, type the major sub-
jective code and the title of the subdivi-
sions; ie, MGT 1—DOCUMENTATION
AND RECORDS MANAGEMENT,

(3) Place guides in the file drawer from
front to back in the alphabetical sequence
of the major subjective codes; i.e., CIV,

.COM, F'IN, ete. Arrange subdivision guides

in numerical sequence under each category
from front to back. Remove those guides in
good condition before disposing of the file,
and re-use them.

b./ Folders:
LG""F (gﬁa Use file .folders to group related
ﬂ records together. Identify the folders by

file symbol, complete subject title, and year;
eg.,, MGT '1—DOCUMENTATION AND
RECORDS MANAGEMENT, 1961, on a
standard label. Code words, project num-
bers, and other information may be added
-to further identify the file. The position of

the label on the folder will correspond to

the position of the refafed guide. Typ-

Y\(/

tion to the guide used to introduce _each

m% the information on the label is preferred.

Place folders behind related
gu1des _File papers within the folder so

that the e_latest date will always be at the

front Do not overload folders. When the

ma,]or subjective category, a guide de will pre-
“gede the first folder of each group of sub-
“jective subd1v151ons. as illustrated by figure
14,

volume of records reaches about 34 inches,
subdivide by placing a folder, labeled iden-
tically, in front of the existing folder. Add
inclusive dates of the documents on each

20.5
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/ TNG - Training 957 |
[]

/ TNG - TRAINING \-J
SEC - Security 1957 1

/ SEC - SECURITY \'
FUB - Putlishing ond Publications 1957

[ N—_——

/ PUB-

PUBLISHING AND PUBLICATIONS

[}

MIL 2 Assiqnmunl-l_!nnssiqmnr 1957

MIL 8 Separafion *° 1957 i
MIL 7 Promolion - emaotion 1957 +
1
MIL & Personnat Services 1957 ':
1| MIL 5 Performance 1957 | .
H :
MIL 4 Poy and Allowonces 1957 i :
MIL 3 Discipting - Conduct 1957 : .
T
H ..
1] s
v
]
[]

MIL | Absence 1957

/.

ML 1 ABSENCE o \

ML -

= Military Personnel Mmmlsirollon 1937 :

ML -

e
MILITARY PERSONNEL ADMINISTRATION \

MGT

= Administrative Management 1957 |
|

4

MGT -

- ADMINISTRATIVE MANAGEMENT \

LEG

- Legal Administeotion 1957 ;

LEG

1]
H
- LEGAL ADMINISTRATION \
T

\\ \\‘\\‘\ ARRRRRRRY

INV =

Investigations ond tnspedtion 1957 1

NV -

INVESTIGATIONS AND INSPECTION

ADM-

Gffice Adminlsrruiic\n( Dz )
¥ 3 - '

ERNAN

folder; eg., 1 Jan—30 Jun 1958. These guides and folders for major subjective
additional folders should contain documents categories, and further subdivisions.
of equal periods of one month, two months, '

and so

ADM -

GFF}\CE ADMIKISTRATION

AEA

AN AN NIIIIIIIIN A A

/TT—" T

FIRST POSITION

Figure i3. Subject Fils Arrangement showing Guides and Folders with only major Subjective
Categories in the First Position (Par 25)

forth, if practmal {See

15d (3).)

@Posztwns of Guides and Folders. Posi- tify the contents adequately. Label cabinets 'q

SECOND POSITION 'HIRD POSITION

(ADD FURTHER SUBDIVISIONS IN THIRD
POSITION)

ey
also par // é Labeling Cabinets

Label each unclassified file drawer to iden-

tions of guides and folders should be con- containing classified material in accordance

sistent throughout the file. Figures 13 and with AFR 205-1, cmd the 1mple‘mentmg se-
14 illustrate consistent arrangement of curity directives
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- TRS 4 WMilitary Treaspert  Jan=Jun 1857 1\ \
TRS 4 Wilitary Transpert  Jul -Dec 1957 :r)r j \
TRS 3 Customs Entry 1957 4 \

d

TRS 3 CUSTOMS ENTRY \

v } TRS 2-6 Passenger 1857 ) \
- 1 TRS 2-5 Military tmpedinantia 1957 | \
- ! TRS 2-4 Loss and Damages 1957 | \

TAS 2-4 LOSS AND DAMAGES

| TRS 2-3-4 Water 1967
| TRS 2-3-4 Rail 1957
i TARS 2-3~2 Moter Carrier 1957
| TRS 2-3-1 Air -957
/ TRS 2-3- 1 AIR

g | TRS 2-3 Fraeight - 1957

TRS 2-2 Carrier Representation 1357

:. TRS 2~ Carrier Agreements 1957

S

TRS 2- CARRIER AGREEMENTS  ° \

TRS 2 Commercial
TRS 1 Bagjage and Trophies
TRS | EAS;GAGE AND TROPHIES

ol
ol o
i B4

| R

1
1
b

it

TRE~ Transportetion

RAUEBRLEN N ™

1]
(]
1
1
[

TRS-TRANSPORTATICN

TNG- Traming
TRG =T RAINING

]

g
[ IR
1
L

A A I //// ;//V

~

SEC-Security
‘ik” SECURITY

A

-

i
Lt
~

16T~ Administrative Marogement
GT-ACMINISTRATIVE MANAGEMENT

p?

3

]

[ J—
el

\W‘\\ AN

ADM-Office Adminstration -
ACM-CFFICE ADMINISTRATION

I~
J

\
./v

FIRST POSITION SEGOND POSITION THIRD POSITION

Figure 14. Subject File Arrangement showing Guides and Folders with major Subjective Categeries
and Primary Subdivisions in the First Position {Par 25)

27. Sorhng a. Methods:

Sorting is the procedure for arranging
" records in proper sequence to facilitate fil-

Yin ng. It also provides ready reference to the
records in the event they are needed prior
to actual filing in the appropriate folders.
The extent to which records need be sorted
depends upon the volume and filing arrange-
ment.

(1) Subjective files should be sorted
and arranged first by major subjective cate-
gories. Then sort each major category into
primary and secondary subdivisions as re-
quired.

(2) If the volume is small, alphabetical
files may be sorted by arranging the papers
to the first letter of the surname only. In
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larger collections, it may be necessary to
sort papers to the first several letters un-
der which the papers are to be filed. When
this is necessary, the alphabetical subdivi-
sions contained in Appendix B can be used
as a guide or basis for labeling the sorting
equipment.

(3) If the volume iz small, numerical
files may be sorted by the basic numbers 0
thru 9, e.g., in groups 1-999, 1000, 2000,
ete. If the volume is large, sort each group
into hundreds, then each hundred group
into tens, ete. Numerical labels on sort-
ing eguipment from 0 through 9 can be
used to represent tens, hundreds, thousands,
ete. For example, 9 may also represent 90,
900, 9000, ete. Sort documents to be filed
by terminal digit into groups from 00 to
99, to make 100 groups. If filing is to be by
the primary group only, arrange the subse-
quent digits of the whole number in con-
ventional numerical sequence within each
primary group. However, if further sort-
ing is required, sort each primary group by
the first digit of the secondary group and
each resulting group by the second digit of

Figure 15. Correspondence Sorter (Par 27)

AFM 181-4A

the secondary group. Subsequent digits are
filed in conventional numerical order within
each group.

| =
e e e o]

Figure 16, Ruack Sorter (Par 27)

- b. Equipment:

(1) A table or desk top may be used
for sorting, when the volume of papers is
small. This method is not recommended
when the individual has frequent interrup-
tions, as the papers may easily become dis-
arranged.

(2) A correspondence sorter, illus-
trated in figure 15, is recommended for
most sorting operations. It has a series of
dividers, three to four inches wide, each
hinged to a flat base. Tabs can be labeled
and inserted as required. A 24-division
sorter will generally meet the sorting re-
quirements of a small office of record; how-
ever, sorters with more divisions are avail-
able. Some are equipped with a sliding base
mechanism.

(3) Other sorting equipment is avail-
able containing horizontal or vertical di-
viders. Rack sorters illustrated in figure 16
can be constructed to meet most sorting re-
quirements,

23
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%28. Use of Charge-Out Forms %

AF Yorm 614 and 614a, Charge Out
Record, will be prepared and placed in the

. fles as a substitute for papers or 57 x 8”

cards borrowed for use by personnel both

. outside .and.within the immediate office of -

.record. The preparation of the forms is self-
explanatory. They will be filed vertically so
that the top portion of the form is visible.
This will facilitate the identification of
charged out records and expedite the refiling
of them. The consistent use of these forms
will eliminate much wasted effort in search-
ing for documents while they are out of file.

29. Files Cut-off Procedures

a. Purpose. Files cut-off procedures are
designed to control records accumulations,
to prevent their growth into cumbersome
and unmanageable collections, and to facili-
tate economical destruction or retirement of
records in convenient blocks.

b. General Policy. Except as indicated be-
low, all Air Force activities will establish
their current records on a calendar year
basis, cutting off each series of records on
31 December of each year and establishing

24
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a new file for each series of records the next
day. )
(1) Records that must be maintained
on a fiscal year basis will be cut off on’30
June of each year and a new file established
on 1 July of the same year. For example,
Fiscal Year 1958 records date from 1 July
1957 to 30 June 1958,

(2) When the retention period for
records is less than one (1) year, they may
be maintained on a daily, weekly, or monthly
bagis, if the amount accumulated warrants
their disposal after periods of less than one
(1) year. For example, records which are
disposable after 6 months, could be cut off
at the end of each month if the volume war-
rants it, a new file started the next day, and
the cut off files disposed of when their reten-
tion period expires.

% (3) Case files are excepted from the
annual cut off policy. They are cut off after
the occurrence of a certam event, such as
separation of personnel, final payment of a
contract, or completion of a project. With-
draw completed or closed case files from the
active file and place them in an C a,ctwe file
maintained on an annual basis, or i1 ficcord-
ance with apecific instructions contained in
AFM 181-5 for certain series of records.

¥ U. 5. GOVERNMENT PRINTING DFFICE: 1588
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1 . AFL 181-4
@ - DEPARTMENT OF THE AIR FORCE
WASHINGTON DC 20330
AIR FORCE LETTER L P 5 February 1965

NO. 181-4 61/7 Afl/wlbf; 7L AU 1)

SUBJECT: Conservation of Equipment and Space Occupied by Records

TO: {Distribution: 8)

Expires 81 August 1966 unless sooner rescinded or superseded.

1. Purpose. This letter implements a Presidential directive and General Services Admin-
istration (GSA) regulation, imposing on all Federal agencies, a moratorium on the pur-
chase of filing cabinets. It applies to all activities Air Force-wide.

2. Background. The President’s moratorium is intended to attain the more effective use
of office space and equipment used for maintaining records through procedures which will
insure the prompt retirement or destruction of records no longer required for conducting
current business. To this end, prerequisite actions are required as Justlﬁcatlon for the pro- ~4
curement of filing cabinets. |

3. Security Filing Cabinets. While the President’s moratorium does not apply to GSA

tested and approved security filing cabinets required for the safeguarding of classified in-

; . formation by AFR 205-1, the requirements of paragraphs 4 and 5 apply to requisitions for
such equipment.

4. Action Required:

a. Commanders will require that all requisitions for letter- and legal-size filing cabinets
be reviewed by a records officer (appointed in accordance with AFR 181-1) to insure that
the office requesting the filing cabinets has taken the following actions:

(1) All records are identified on AF Forms 80, “Files Maintenance and Disposition A
Plan,” and 82, “Files Disposition Control Label,” and maintained in accordance with AFM
181-4.

{2) All temporary records eligible for destruction in aecordance w1th disposal criteria
in AFM 181-5 have been destroyed.

(3) All noncurrent records not elig-ible for destruction have been retired to the rec-
ords staging area or records center in accordance with the instructions on AF Forms 80
and 82.

(4) Filing cabinets are being fully used for current records, ineluding top and bot-
tom drawers.

% (5) The contents of filing cabinets have been re-housed in more economical equipment
such as shelf files in accordance with guidelines prescribed by chapter 5, AFM 181—4.

OPR: AFDASB
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(6) All secunty ﬁhng cabinets not being used for clasmﬁed materla.l have been ex-

C cshanged for nonsecurity type of filing cabmets

. b. If the office requesting the filing cabinet has complied with all of the prerequisites.
" préscribed in a above and the additional filing cabinet is needed, the records officer will so
" certify on the requisition. He will then forward the requisition to the supply activity for

necessary action.

5. Collateral Policies and Actions:
a. Requests for filing cabinets normally will be limited to essential requirements arising

' from new or materially expanded offices.

b. Filing cabinets will not be requested solely for the purpose of improvement in appear-

. ance, office decor, status elevation, or desire for the latest design or more expensive types.

. ¢, The requisition and use of power files or other unconventional filing equipment solely

as & basis for cimcumventing this moratorium is prohibited.

d. All filing cabinets turned-in as a result of actions required by paragraph 4 and the of-

i fice space released by such actions will be calculated as cost avoidance savings and
% ‘reported as cost reduction items in accordance with AFM 400-12. See section 3, chapter

3, AFM 181-5, for calculation guidelines.

'BY ORDER OF THE SECRETARY OF THE AIR FORCE

‘t R Jf .
;Qolmd USAF '
* “Director of Administrative Services

11 Feb 65

Advance copies to: 1001 AB Wg
1100 Spt Gp
USAF Hospital Andrews
BEMO (Bolling AFB)
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Chapter 5
FILING SUPPLIES AND EQUIPMENT

30, Objectives. A continuing objective of
the records management program is to pro-
vide for the proper, complete, and econom-
ical uwse of filing supplies and equipment.
The use of standard supplies and equipment,
application of the utilization standard, pre-
scribed in paragraph 38, adequate control
over requests for equipment, and periodic
inspection of equipment in use, will insure
economies in the use of filing supplies and
equipment.

31. Standard Filing Cabinets. The following
letter and legal size cabinets are standard
equipment for maintaining letter and legal
size documents, unless otherwise author-
ized by Table of Allowances 006, Existing
stocks of 4-drawer cabinets will be used un-
til the supply is exhausted.

a. Letter Size. 5 drawer, 1 drawer wide,
57Y% inches high, 15 inches wide, 28 inches

(I IE R L /‘/f’ o s ‘ .cl
deep. 4’!0_ 415 5 47f5~$0 ¢ ‘

b. Legal S’aze 5 drawer 1 drawer w1de,
574, inches high 18 inches wide, 28 inches
deep. ;/// k'—'/r'“’/nnw//g yca'(*- 52,45

- 135 =3 L et o FHi0d
32. Standord Filing Supplies. The following
are standard filing supplies for letter and
legal size documents., The Kraft folders
will meet the majority of filing require-
ments, since most records are current for a
relatively short time before they are retired
or destroyed. Pressboard folders are au-
thorized only for case and project files, and
then only when the Kraft folder will not
withstand the added volume and/or use.
They will not be used in maintaining corre-
spondence files, Existing quantities of simi-

lar supplies will be used until the supply is
exhausted.

a. Folders:
(1) Kraft (see figure 17) :
(a) Letter Size. Square cut, rein-

forced top, 11 point, scored for 84 inch ex-
pansion. i) mMesic 275
(b} Legal Size. Square cut, reinforced
top, 11 point, scored for 84 inch expansion.
(2) Pressboard: 75+« ~aviix Lao

(a) Letter Size. Square cut, self tab,
1 inch expansion, 7-/2

(b) Legal Size, Square cut, self tab,
1 inch expansion. #.s%..

¢ 3

Figure 17. Square Cut, Reinforced Top Folder (Par 32)

h. Guides (see figure 18):
{1) Letter Size. One-third cut, self
tab, pressboard, gray, 25 point, without
lower projection. & 5%

{(2) Legal Size. One-third cut, self tab,
pressboard, gray, 25 point, without lower
projection, 3.¢0

c. Labels, Gummed one side, blank, in

fanfold strips, 834” x 114".

25
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d. Formas:
(1) DD Form 334, “Cross Reference
Sheet.”
(2) AF Form 614, “Charge Out Rec-
ord.”

(8) AF Form 80, “Files Maintenance
and Disposition Plan.”

(4) AF Form 82,
Control Label.”

“Files Disposition

THIRD

SEGOND POSITION

FIRST POSITION

POSITION

...........

Figure 18. One-Third Cut, Self-Tab Presshoard Guide

{Par 332)

33, Utilizxation Standards for Filing Equip-
ment. Filing equipment includes all types of
equipment designed to hold records. Filing
equipment will be utilized in accordance with
T/#ATOOG’ and the following criteria:

a. Records maintained in filing equipment
will be limited to current records. The ex-
ception to this rule is that unused portions
of steel filing cabinets and excess wooden file
cabinets may be used for the storage of ref-
erence sets of publications, forms, and office
supplies providing such usage does not re-
quire procurement of additional filing
equipment. Such materials will otherwise be
maintained in supply cabinets, bookcases, or
on shelving, as appropriate. Store classified
materials in filing cabinets authorized for
classified documents,

b. Letter-size cabinets will be used for
letter-sized documents., Legal size cabinets
will be used only when at least one-fourth of
the documents are of “legal” size, Small

beppp— DR, /4

by
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quantities of legal size documents will be
folded to fit letter-size cabinets,

¢. Classified files: must be maintained in
filing equipment that meets the requirements
of AFR 205-1, A portion of secure filing
equipment not needed for classified files may
be used for unclassified documents, provided
such usage does not result in procuring addi-
i s
t OI?_I ,‘sgufe,vs%:l(pﬁiiz{] 25 Yy a" £C § it .afwm réd
%33.1 Nonstandard Equipment. The criteria
in a and be below are established for the
requisitioning of nonstandard filing equip-
ment. Procedures for the control and prop-
er utilization of filing equipment are pre-
seribed in paragraph 34,

a. Specialized Filing Equipment. This

equipment is authorized to store records of

unique size or to meet unique usage require-
ments when economies can be effected there-
by lexcept as indicated in” b_below.~— ‘""*'*‘Pa‘ *

b. Powered and Other Mechanized Filing
Equipment. Procurement of powered or
other mechanized filing equipment is prohib- |
ited unless the justification accompanying the |
requisition contains specific evidence that it
meets one or more of the following criteria
and the total savings to be realized exceeds
the difference bhetween the cost of standard
and mechanized filing equipment when pro-
rated over a 8-year period.

(1) Manpower Savings. That one or |
more positions (either existing or budgeted |
for) 4l be elimimated: -

(2) Space Savings. That space saved
through the use of the equipment will be
used for other essential operating functions.

(3) Work Production. That any pre-
dicted increase in workload capability is
based upon provable and current workload

data.
Sy

- L3

’@:’Procedure: for Control of Filing Equip-
ment.

The procedures prescribed below are
considered the minimum necessary to effect

R

/ll“’“

v‘/
4

w "
A

adequate control and proper utilization of é‘f-" ci v

filing equipment. Implementmg procedures
that will improve equipment controls are b

e A g

g
¥
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encouraged. To effect control over ﬁhng
equipment, the Jrécords oﬂicers and records
management oﬁ‘icers, a3 approprlate, w1ll

a. Review all requests for filing equip-
b _ ment prior to submission of-the requests to
L the equipment review and authorization ac-
Eﬁ ' tivity,

: MM pprove or disapproveleach request

FPMM based on a review ‘of AF Form 80 and in-

o MW,Q ,spection of the records of the requesting

-" office, to determme (1) whether present
Y equipment is béing utilized in accordance

JCLA- Awﬁfz’-&fum a M =
3ga(2), 37&(3) 2 39Q(W) HE Saper! -

(o gl 344 MVMM Fron s
:l ' HE Sopr oot bt AeGTEK oo 0 Y94~ ""W’e

T

'

/MM}UMJV M{?M
/,_muu:(- a«wto—-’”'-

AC%”CJL""W&‘L f[.f.f//‘wt

: {67=1, Volame V
‘ Amendment 13
" . {4 October 1965
‘| AF Medical Service Supplies
;] and Equipment

ﬁnancl 1 operatlons

part One, vol I) ]

S-“/‘/ Aj""“{‘#
harigel Jr«*%"“"‘ “ ot

M'}&M‘ﬁ f«fw;ok" ys a&ﬂ*? #ﬁi'ﬂdﬁ-uﬂ snvitar Ao ‘
froote it bk P

Revises niedical inventory munagement systém procedures in support of

vg changes inglructions on adjusting prices of stock
1Tsted Ttend® b delete refefence to economic retention; prov1desinew in-
structions for preparing the stock status report, RCS: AF-S65;! ‘expands
respongibilities for the medical equipment management program; insures
that all reuests for filing equipment are reviewed by the records

AFM 181-4D

with standards prescribed in paragraph 33,
and f(2) “whetheT —requestsfor powered
mechanized, or specialized filing equipment
meets the cr1ter1a in paragraph_ 33, 1,

%e¢. Periodically review the utilization of
filing equlpment to determine whether equip-
ment is being used according to’ criteria pre-
scribed in paragraphs 38 and 38.1. | If equlp-
ment is not being properly utilized, recom.
mend to the equipment review and author-
ization activity, redistribution or return of

the equipment.€( §, o st Ad asdonct
Wﬁ; Mi(mnﬁc vAL ’f&&% /;7"“"’"1"7”)

’)7// ;,,‘,.t ‘f He Covg' #
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to supply channels, and- a corresponding re-
vision of authorized filing equipment in the
Unit Authorization List.

2l oRded e Sop )

35. Open Shelf Filing

The use of open shelf filing equipment
may be more appropriate for filing current
records than conventional filing cabinets,
under certain conditions, as described in b,
below,

a. What Open Shelf Filing Is. Open shelf
filing is a method of filing records vertically
on shelves instead of filing records in con-
ventional filing cabinets. The equipment is
metal, generally in three (8) foot sections
of single or double face units, and adjustabte
to provide forr 5 to 9 shelves high. Shelves
are slotted to accommodate dividers for
supporting guides and folders. Shelving is
manufactured in any desired depth, but
generally has base shelf 12-inches deep,
with 9-inch, adjustable shelves above for
filing letter size documents; or a base shelf
15-inches deep, with 12-inch, adjustable
shelves above for legal size files.

b. When It Should Be Used. Open shelf
filing equipment is most adaptable to cur-
rent records that are case-filed under an

AFM 1814

alphabetical or numerical arrangement,
when these records total, or are expected
to total 200 feet or more, and when the
following conditions exist:

(1) The fling installation is in a rela-
tively permanent location. _

(2) The purchase of new filing equip-
ment is contemplated.

(3) Additional space for filing opera-
tions is required and only a limited amount
of space is available.

(4) The area is relatively free from
excessive dust, and is not subject to infesta-
tion by rodents, and vermin.

(When these conditions prevail and ghelf files
are needed, doors are available as optional
equipment,)

¢. General Comparisons with Filing Cabi-
nets. Open shelf filing equipment costs less
than conventional filing cabinets, requires
less office space, and permits ease of ﬁlmg
operations under the conditions specified in
b, above.

d. Guide for Comparison. The table be-
low shows comparisons between open shelf
filing and conventional filing to serve 4s 3
guide in determmmg whether open shelf fil-
ing is acdaptable to various filing operatlons

Factor Open Shelf Equipment 5-Drawer Cabineta
1. Equipment (for 200 | 2 single-Taced sections 19
linear feet of records): 4 double-faced sections
7 shelves high
$020. Accessory items such as fin- $1155

2. Cost (Approximate):

. ished end panels, label-holders,
top dust plates, and pull-out
siielves must be obtained at extra
cost.

3. Space (less aisle space): | 30 square feet 68.5 square feet

4. Aisle Space required: 30-inch minimum 36-inch minimum

6. Mobility Shelving may require dismantling | Can be moved intact.
and reassembly. Records will have

to be packed and refiled.

6. Adaptability to Meth- | Best suited for case files arranged | All types of letter and legal
ods of Filing: by name or number. size files.
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Factor

Open Shelf Equipment

5-Drawer Cabinets

7. Filing Operations:

a. Removing and re-
placing folders:

b. Inserting and re-
moving papers fastened to
folders:

¢. Ingerting and re-
moving papers filed loose-
ly in folders:

d. Folder scarching:

¢, Indexing and
charge out;

f. Height:

g- Distance:

h. Classified records:

20 to 35% faster.

10 to 209 faster.

Slower, because folders must be
withdrawn from shelves to insert
of Yemove papers.

20 to 35% faster.

Same as used for records stored in
in cabinets,

TRecords stored in top and bottom
shelves results in reaching and
stooping for records. Top and bot-
tom shelves should be used for in-
active records,

Compactness of records results in
less distance to files, reducing un-
productive walking time.

In secure storage area, climinates
opening, closing, locking, and
checking file cabinets.

Faster, for opposite reasons,

Requires bending for bottom
drawers, Bottom drawers used
for relatively inactive records.

Cabinets are spread over larger
area.

8. Filing Accessories:
a. Guides:

b. Folders:

c¢. Dividers:

Special hook-type, pressboard
guides with side tabs readable from
cither side. Cost is approximately
%21 per hundred.

Standard square cut kraft folders
may be used. For easier visability,
folders in upper shelves may be
marked at the bottom front flap.
Metal dividers supplied with
equipment are required to support
folders and guides.

Standard file guides cost about
$4 per hundred.

Same.

Compressors or metal dividers
are used,

9. Appesrance;
o, Neatness:
b. Dust problem:

Untidiness of records is noticeable.
Dust is not considered a problem
if records are fairly active.

Records are hidden.
Dust is no problem.

10. Hazards:
a. Fire;

b. Water Sprinkler
Systems:

Normal fire precautions should
suffice,

Metal covers over top shelf mini-
mize water damage.

Better protection.

Better protection.
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Appendix A

AIR FORCE SUBJECTIVE CLASSIFICATION SYSTEM

AEM 1814
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1. This Appendix contains:

a. A brief resume of the key points to be
remembered in applying the Air Force Sub-
jective Classification System;

b. A brief description of the scope of each
major subjective category;

¢. The *“Master Qutline” which lists the
major subjective categories and their sub-
divisions; and

d. The “Relative Index” to the Master
Outline.

2. In setting up the files and in applying
the filing system, as provided in Chapter 3,
keep the following instructions in mind:

a. Become familiar with the functions
and operations of the offices using the rec-
ords, so that the records will be classified
and arranged to properly document their
functions and operations.

b. Prepare a file outline, as prescribed in
paragraph 15g, using only the major sub-
jective categories, and a minimum of sub-
divisions under each, as required.

¢. Classify subject matter on the basis of
pertinence, interest, or significance to the
primary functions and responsibilities of
the offices for which the records are main-
tained. Be sure to classify documents that
fall in “Office Administration” properly, as
described in paragraph 8a of this Appendix.

3. A Dbrief description of the “scope’™ of
each major subjective category is provided
below., When considered necessary, exam-
ples of the application of the system are also
provided. The subdivisions of the major sub-
jective categories are in themselves a defini-
tion of the major subject and its scope.

a8, ADM—QFFICE ADMINISTRATION.
This file category is established for the pur-

O

pose of classifying and grouping all docu-
ments that are accumulated in carrying out
the infernal administration or “housekeep-
ing” activities of the office, as distinguished
from those documents that are incident to
the primary mission. For example; this
category will comnsist of:

a. The local budget of the immediate of-
fice; )

b. Correspondence pertaining to the ad-
ministration of personnel assigned to the
office;

c. Records pertaining to charity cam-
paigns;

d. Requests for office services, supplies,
and equipment:

e. Local mail handling and control;

f. Local security operating procedures;

g. Those subjects which are inherently \,
“office services” in nature, such as spac?g.
control, graphic presentation, ete.
Thus, this category serves as a convenient”
means for segregating all non-mission cor- §
respondence apd_related papers which can
be destroyed% (2) yggr'é‘ifor all
levels of the orgamizatiom, under the pro-
visions of AFM 181-5.

b. CIV—CIVILIAN PERSONNEL AD-
MINISTRATION. This file category in-
cludes subjects relating to the functions
affecting civilian personnel including classi-
fication, pay administration; recruitment,
employment, placement, and separation of
civilian employees; empioyee-management
relations and necessary employee services;
career development of civilian employees; P38
participation in the-programs of the Boards % I
of US Civil Service Examiners; and promo-
tion and administration of the Air Force
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employee incentive programs. All subjects
pertaining to civilian pay operations are cor-
related under ' FINANCIAL MANAGE-
MENT. Travel by civilians incident to
official business, fundaimentally a “Trans-
portation” subject is correlated under CIV
since it is administered by Civilian Person-
nel Officers.

¢. COM—COMMUNICATIONS. The sub-
jects in this category relate to the establish-
ment, maintenance and operation of facili-
ties for the electrical transmission of
communications. ' o 5

d. FIN—FINANCIAL MANSEA e
This category includes subjects relating to
the disbursement, collection, and accounting
for public funds; the operation of the ap-
propriation, expenses, cost, monetary prop-
erty, and international accounting systems;
auditing for Air Forece and industrial ac-
counts; budgeting; civilian payroll opera-
tions (for military payroll, see MIL 8);
and subjects relating to nonappropriated
funds, surety bonds and reports of survey.

e. INS-——INSTALLATION MANAGE-
MENT. This category relates to the con-
struction, maintenance, and operation of fa-
cilities including land, buildings, other fixed
structures and their appurtenances; family
"housing; and the related engineering plan-
n ng programs,

. INT—INTELLIGENCE. The sub-
jects in this category concern the collection,
analysis, exploitation, and dissemination of
intelligence information of military value.

g. INV-INVESTIGATIONS AND IN-.

SPECTIONS. This category primarily con-
cerns formal inspections, and investigations
performed by representatives of the Inspec-
tor General’s office. The reports of such
inspections and investigations are usually
maintained as a separate series of records
and are filed by numbered unit or by the
nature or object of inspection. Rep‘o‘rts of .
activities performing informal inspections
andygtaff visits should classify them accord-
ing to the subject of the report,

h. LEG—LEGAL ADMINISTRATION.
This category includes subjects relating to
administration of military justice, process-

20 February 1958

ing claims, legal assistance for military per-
sonnel and dependents; legal opinions and
interpretations; patents; and taxation, The
subdivisions under LEG-4 are taken from
“the Digest of Opinions—the Judge Advo-
cates General of the Armed Forces” and are
intended for use by legal offices as required.
Documents involving the rendering of an
opinion, if accumulated by other than legal
offices, should be classified according to the
subject matter of the opinion.

i. MAP—MAPPING AND CHARTING.
This category relates to the development,
compilation, production, and distribution of
aeronautical maps and charts. The subject
of aerial mapping and charting photography
is correlated under the major subjective
category “PHO—PHOTOGRAPHY,” as it is
fundamentally a photographic technique.

i. MED—MEDICINE AND DENTISTRY.
This category includes subjects concerning
the veferinary services, aeromedical evacua-
tion; general medical and health status of
Air Force personnel; hospital and dispen-
sary administration; and professional serv-
ices and elinies.

k. MGT — ADMINISTRATIVE JMAN-
AGEMENT, This category is used to group
functions, techniques and activities relating
to the general field of managentent; as dis-
tingnished from specific management funec-
tions. Specific management functions are
covered by other major subjective categories.
Some of these subjects are: documentation
and records management ; management plan-
ning and improvement; histories; ground
safety: postal operations; reports manage-
ment; and organization of Air Foree units.

1. MIL—MILITARY PERSONNEL AD-
MINISTRATION. This category relates to
the administration of military personnel;
their pay, welfare, recieation, and morale,
It also includes chaplain functions. Subjects
dealing with the training of military person-
nel are found under the major subjective
category of “Training.” Correspondence
and other documents pertaining to the serv-
ice career of an individual should be filed in
the individual’'s .Field Personnel Records
Group or the Command Personnel Records
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Group, as appropriate, rather than in a
subject file.

m. MTN—MATERIEL MAINTENANCE
ENGINEERING. This category involves
preventive maintenance; servicing; repair;
modification; and related subjects involving
the maintenance of materiel.

n. OPS—OPERATIONS. This catepgory
refers to military air operations which in-
volve the preparation for, and conduct of,
air warfare. Flight operations during
peace and war are included. Peacetime op-
erations also include subjects relating to
maneuvers, flights, exercises, war games,
and related activities. Be sure to distin-
guish between the type of operations above,
and the subject matter of other unrelated
activities which are designated as *opera-
tions” in" a general sense. Such subjects
should be classified under the appropriate
major subjective category.

o. PHO—PHOTOGRAPHY. This -cate-
gory includes subjects relating to aerial
mapping and charting, motion picture and
still photography, sound recordings and re-
lated photographic activities.

p- POL—POLICE OPERATIONS. This
category relates to the enforcement of law
and order; the confinement, retraining and
restoration of prisoners; and related activi-
ties of provost marshals; except “military
security,” which is established as a separate
major subjective category.

qg. PRO—PROCUREMENT. This ecate-
gory covers the procurement of materiel and
services from sources outside the Air IForce
by contract, purchase, and other negotia-
tions, It includes such related matters as
industrial resources, production planning,
and quality control.

r. PUB—PUBLISHING AND PUBLI-
CATIONS. This category covers subjects
concerning the preparation, printing, and
distribution of publications and forms.
Record and reference sets of. publications

AFM 1814

are not to be filed in this category. They
are filed as separate series of records.

8. R&ED—RESEARCH AND DEVELOP-
MENT, This category includes subjects
representing areas and objectives of re-
search and development, The subdivisions
of this category are grouped to meet re-
search and development reguirements and
are based on technical groupings.

t. REL—RELATIONS AND LIAISON.
This category includes subjects involved in
the internal and public information pro-
gram. It also includes subjects relating to
external relations, such as international af-
fairs and legislative relations.

u. SEC—SECURITY. This category is
intended to cover the respongsibilities and
activities of maintaining the National secur-
ity, and particularly the safeguarding of
classified information.

v. SUP—SUPPLY AND SERVICES.
This category involves subjects dealing with
the storage, distribution, handling, and cata-
loging supplies; and furnishing laundry,
commissary, and other services.

w. TNG-TRAINING. This category con-
cerns the training of military and eivilian
personnel, Subjects concerning the training
of civilians as part of the career develo Q
ment program may be subdivided undg .
CIV 2—CAREER DEVELOPMENT. 1t in-" -
cludes subjects involved in the various types
of training that are conducted, as well as
those concerning the Air Academy, reserve
activities, foreign trainees, and colleges and
universities.

x. TRS—TRANSPORTATION. This cat-
egory concerns the movement of cargo and
passengers by commercial and military Jand,
air, and water transportation.

y. WEA—WEATHER. This category in-
cludes subjects concerning weather fore-
casting, observation, and related meteorolog-
ical activities and services.

el
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MAJOR SUBJECTIVE CATEGORIES AND SYMBOLS .
Suymbol Category -
- ADM OFFICE ADMINISTRATION
CIV CIVILIAN PERSONNEL ADMINISTRATION
COM COMMUNICATIONS /;,
FIN FINANCIAL Wﬁﬂmmrﬂ:;ﬂ TI00Y
. INS INSTALLATIONS MANAGEMENT
INT INTELLIGENCE
INV INVESTIGATIONS AND INSPECTION
LEG LEGAL ADMINISTRATION
MAP MAPPING AND CHARTING
MED MEDICINE AND DENTISTRY
MGT ADMINISTRATIVE MANAGEMENT
MIL ; MILITARY PERSONNEL ADMINISTRATION
MTN MATERIEL MAINTENANCE ENGINEERING
OPS OPERATIONS
PHO PHOTOGRAFPHY
POL POLICE OPERATIONS
PRO PROCUREMENT
PUB ., - PUBLISHING AND PUBLICATIONS
R&D RESEARCH AND DEVELOPMENT
REL " RELATIONS AND LIAISON
SEC SECURITY
SUP SUPPLY AND SERVICES
TNG TRAINING
TRS TRANSPORTATION
WEA WEATHER
Office Administration—ADM 7-1 Employee Groups )
7-2 Fair Employment Practices
IMF‘ Administration of Oﬂice Personnel 7-3 Grievances
2 Budgeting T4 Housing—Transportation-—Food Services
3 Charity and Public Interest Campaigns 7-b Insurance
w4 Graphic Presentation " Government Life
b Mail and Messenger Services (Local) Hospitalization
6 Office Supplies and Equnpment -6 Recreation, Morale, and Welfare
i Security Procedures ‘for Local Oﬂ’lce 8 Employment Records
8 Space Control 8-1 Official Personnel Folder
81 °  Conference Roomsg 9 Hours of Work
8—2 Moving 9-1 Tours of Duty
10 Leave
Civilian Personnel Admlms’rrahon—CIV 10-1 Annual
10-2 Sick
1 Accessions 10-3 Without Pay {LWOP)
. 2 Career Development - 11 Pay Administration (Payroll Operations—=See
) 8 Compensation for Injury or Death FIN 11)
i 4 Conduet 11-1 Employee Claims
¥ 41 Disciplinary Actions 11-2 Indebtedness
¥ 4-2 Gratuities and Favors 11-3 Overtime o
% 4-3 Political Activity 114 Pay Rate Determination
R 5 Death and Burial 12 Performance
; 8 Detailing Employees 12-1 Awards—Commendations
12-2 Incentive Programs {Suggestions)
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12-3 Ratings
Appeals
12-4 Standards
13 Position Classification
13-1 Position Series and Standards
13-2 Surveys

14 Promation and Demotion
16 Recruitment and Placement

15~1 Applications
156-2 Boards of Civil Examiners
15-3 Oversea Employment
15-4 Qualifications (Training, Experience, and
v Physical) Examinations (Mental and
Physical)
15-6 Selection

16 Restoration after Military Service
17  k~Separation
18 J¢Travel '

18-1 Passports—Visas
18-2 Per Digm
Communcations—COM -
1 Communications Center Operations
1-1 Communications Accounts
1-2 Message Transmission {Distribution and
Control)
1-3 Relay Centers .
2 Communications Security
2-1 Cryptosecurity !
_ Accounts
2-2 Physical Security (of communications fa-
cilities and eryptomateriel) (see also
SEC 2)
2-3 Transmission Security
8 Communications Systems
31 Airborne Communications
8-2 Amateur Radio (MARS)
4 Fixed Radio and Wire Facilities
41 Commercial Facilities
4-2 Control Stations
4-3 Flight Checks
4-4 Frequency Authorizations
4-6 Plant in Place
Maintenance
‘ wisTRATION
Financial +—FIN
1 Appropriation Accounting
11 Advance Payments and Recoupments
1-2 Allocation, Sub-Allocation and Allotment
of Funds
Administrative Control
Advice of
Records

Adjustments and Corrections

Allocation, Sub-Allocation Ledg-
ers :

Allotment Ledgers

Subsidiary Allotment Ledgers

1-3
1-4
1-5

1-6
1-7
1-8
1-9
1-10
2

4-2

4-3

6-2

AFM (814
Arnnual Budget Authorization
Claims '
Collections

Appropriation Receipts
Appropriation Refunds
Appropriation Reimbursements
General Fund Miscellaneous Receipts
Deposit Fund Accounts
Records
Control ILedgers
Subsidiary Collection Ledgers
’G—Reporting Instructions and Re-
quirements
Commitments
Disbursements, Expenditures
Inter-Intradepartimental Transaetions
Obligations
Special Activities and Tenants
Auditing
Administration and Control
Auditor’s Records
Contract Audits
Intra-Air Force Audits
Banking—Currency
Bu,dgetfﬁk ’
Budget ‘Program Management
Annual Financial Pian
Apportionments
Appropriation Law
Funds Administration
Special
Trahsfers
Budget Structure
AF Budget Code (Fiscal Code)
Estimates
Call for Estimates
Program Guides and Assump-
tions
Justification
Review
Special (Flash)
Supplemental
Federal Budget
Cost Accounting
Air Installations Maintenance
Depot Maintenance
Field Maintenance
Motor Vehicles Maintenance
ixpense Accounting
Accounting Procedures
Chart of Accounts
Contractual Services
Materiel
Medical Services
Personnel Services
Special Activities and Tenants
Travel and Transportation
Records
Expense Ledger—Accounts
Subsidiary Ledgers and Files
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6-8 Reporting Instructions and Requirements
7 General Ledger Accounting
-1 Accounting Procedures

Chart of Accounts

Special Activities and Tenants
7-2 Records

General Ledger Control Accounts

Subsidiary Ledgers and Files

-3 Reporting Instructions and Requirements
8 International Accounting
8-1’ Agreements, Bilateral

Canada

Korea

South Africa
United Kingdom

8-2 ANZUS

g3 MAP (formerly MDAP)

84 NATO

8-6 SHAPE

9 Monetary Property Accountmg

9-1 Equipment

9-2 * Inventory Accounting, Monetary

-3 Real Property '

10 Nonappropriated Funds

10-1 Revenue Producing Activities and Funds

Book Department Funds
Exchange Service Funds
Motion Picture Serviee Funds
Post Restaurants Funds
Vocational Training Activities Funds
10-2 Sundry Association Activitics and Funds
Central Mess Funds -
Chnplams Funds
Installation and Orgamzatmnal Re-
hg:ous Funds
Officers’, Non- Commissioned Officers’ y
and Cadets’ Open Messes
10-8 Welfare Activities and Funds
Base Trust Funds
Central Base Funds
Central Welfare Funds
Civilian Welfare Funds
Command Welfare Funds

o Umt Funds
§ 11 Payroll Operations (Civilian Pay) (Also See
L MIL 10)
12 Revolving Funds
12-1 =~ Indubtrial Funds

Laundry and Dry Cleaning Services
Printing Sérvices

12-2 | Management Funds
; 12-3 Stock Funds

Air Forece Academy Division
Aviatioh’ Fuéls Division’
Clothing Division
Monetary Allowance System

Commissary Division
General Supplies Division
Medical-Dental Division

iz Working Capital Funds

34
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13 Salvage and Surplus Materiel Accounting
14 Statement of Charges
16 Surety Bonds

© 16 Survey, Reports of

Installations Management—INS

1 Facilities (Construction, M=aintenance and
Operation)
1-1 Airfields, Pavements, Aprons, ete.
1-2 Building Equipment
1-3 Buildings and Structures (Subdivide by
‘ type as required)
14 Custodial Services
i-b Fire Protection and Aircraft Crash Res-
cue
1-6 Grounds
1-7 Insects, Rodent and Vermin Control
1-8 Liquid Fuel Storage and Dispensing Sys-
tems
1-9 Railroads
1-10 Refuse Collection and Disposal
1-11 Roads and Other Surfaced Areas (Ex-
eept Airfields, Pavements, ete.)
1-12 Training Aids -
1-13 .  TUtilities

Ajr Conditioning Systems

Electrie Plants and Systems

Gas Plants and Systems

Heating Plants and Systems

Sewage. Plants and Systems

Water Plants and Systems
2 Family Housing

2-1 FHA Housing

2-2 Title VIII Housing (Wherry Housing)

3 Planning Engineering

31 Construction Planning (Program and

Projects) '

3-2 Design Criteria

3-3 Master Planmng (Programs)

4 Real Estate

4-1 Acquisition

4.2 Disposal

43 Utilization

Intelligence—INT

1 Collection—Dissemination

1-1 Attaches, Air

1-2 Briefing

1-3 Captured Materiel

14 Clandestine Source

1-6 Communications—Electronics

Communications
Collection—Dissemination
Interceptmn
Electronics .

Collection—Dissemination
Interception
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1-6
1-7
1-8

1-9

1-10
1-11
1-12
1-13
1-14

Documents
Esstential Elements of Information
Foreign Nationals
Accreditation
Tours
Visits
Intelligence Plans and Annexes
Interrogation
Operational Reports
Photo Intelligence
Reading Panel
Reconnaissance

gi'_s\ - Estimates - v

=1~

2-2

2-38

2-5
2-6

Air Facilities
Airfield and Seaplane Stations of
the World
Climatology
Communications
Terrain
Transportation
Air Materiel and Technical Data
Aeromedical Intelligence
Aircraft and Aireraft Engines
Antiaireraft Artillery
Armament
Electronics
Radar
Radio
Guided Migsiles .
Unidentified Flying Objects (Un-
conventional Aircraft)
Air Order of Battle
Air Defense
Biographical Data (Who's Who) on
Significant Perscnalities of For-
eign Air Forces
Civil Air
Strategic Establishments
Tactical Establishments
Uniforms and Insignia of Foreign
Air Forces
Capabilities
Economic
Military
Political
Technical
Indications of Hostilities
Intentions
Economics
Military
Political
Technical
Information Diseclosure, Policy
Exceptions
Releases
Foreign
U. 8. Requesters
Target Intelligence (Analysis and Compila-
tion)

1-1 Appellate Review and Procedure
1-2 Clemeney
1-3 General Courts-Martial
1-4 Special Courts-Martial
1-5 Summary Courts-Martial
2 Claims
2-1 Foreign Clgims
2-2 Personnel Claimg
2-3 Tort Claimg
2-4 TUCMJ Art 189 Claims
3 Legal Assistance
8-1 Civil Relief Act
3-2 Power of Attorney
3-3 Wills
4 Legal Opinions and Interpreiations
4-1 Absence Without Leave
4-2 Accessories and Principals
4-3 Aireraft
44 Air Force
4-5 Apprehension and Restraint
46 Army
47 Arson
48 Assault
4-9 Attempts
4-10 Breach of the Peace
_4-11 Burglary

AFM 1814

4-1 Physical Vulnerability
Weapons Effects
Weapon Recommendations
‘Weapons Requirements
4-2 Target Analysis
Bombing Encyclopedia
Target System Recommendations
Vulnerability Studies
4-3 Target Intelligence Requirements
4-4 Target Materials (For Production of
Target Materials) (See MAP 2—Air
Target Materials) )
Air Objcetive Folder Program
Radar Target Intelligence
Target Dossiers (Tactical)

3
f
;

-k

St T

Investigations and Inspections—INV

1 Administrative Inspections and Visits

2- Complaints, Investigations {S8ee alse POL
1-38) ..

3 Criminal Investigations

4 General Inspections

5 Loyalty and Security Investigations

5-1 Civilian Employees

H=2 Contractor Employees

5-3 Contractors

5-4 Military Personnel

5-5 “Specal Files”

6 Special Ingpections

7 SHEY PROGRAMS
Legal Administration-~LEG
i Administration of Military Jugtice
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4-12 Charges and Specifications 4-67 New Trial 1
4-13 Citizenship and Naturalization 4-68 Non-Judicial Punishment .
4-14 Civilian Officers and Employees 4-69 Oaths and Affirmation
4-15 Claims 4-70 Officers
4-16 Coast Guard 4-71 Patents and Copyrights
4-17 Coast Guard Academy 4-72 Pay and Allowances
4-18 Commissaries, Post Exchanges and Re- 4-73 Perjury and False Swearing
lated Services 4-74 Pleas and Motions
4-19 Communications and Correspondence 4-76 Posts, Bases, and Gther Installations
4-20 Conduet Improper Under Uniform Code 4-76 Prisoners
of Military Justice 4-77 Prisoners of War
4-21 Conspiracy 4-78 Publieations 1
4-22 Contracts 4-79 Rape and Carnal Knowledge
4-23 Courts-Martial 4-80 Records and Reports '
4-24 Courts of Inquiry 4-81 Rehearing
4-25 Decorations, Medals, Badges, ete. 4-82 Reserve Forces
v 4=-28 Defenses 4-83 Retirement
4, 4-87 Depositions 4-84 Review
4-28 Desertion 4-85 Riot
4-29 Disobedience to Orders and Regulations 4-86 Robbery
4-30 Disrespect Toward Superior or Noncom- 4-87 Schools and Education
missioned Officers 4-88 Search and Seizure
4-31 Drunk on Duty 4-89 Self-Incrimination )
4-32 Enlisted Men 4-90 Sentence and Punishment
4-33 Evidence 4-91 Sodomy
4-34 Extortion 4-92 Soldiers’ and Sailors’ Civil Relief Acts
i 4-35 False Claims 4-93 Svpplies, Service, and Equipment
i 4-36 False Official Statements 4-94 Theaters and Motion Pictures
. 4-37 Finance 4-95 Transportation
438 Forgery 4-96 Treaties
R 4-39 Frauds Against The Government 4-97 Trial
B 440 Fraudulent Enlistment, Appointment, and  4-98 Uniform
; Separation 4-99 Unit, Welfare, and Similar Funds N
B 4-41 Government Life Insurance 4-100 Vessels
i 4-42 Graves and Cemeteries 4-101 Veterans
. 4-43 Homicide 4-102 War and Defense
444 Hospitals, Medical and Dental Treatment  4-103 Warrant and Flight Officers
- 4 4B Housebreaking 4-104 Waste and Destruction of Property
446 Insignia . - 4105 Witness
4-47 International Law 4-106 Worthless Cheeks
i-48 Investigationa 6  Patents
4-49 Lands and Buildings 5-1 Copyrights
4-50 Larceny and Wrongful Appropriation 6 Taxation
i 4-51 Line of Duty
pr 4-52 Loss, Damage, or Wrongful Disposition
of Military Property Mapping and Charting——MAP
4-53 Maiming
4-54 Malingering 1 Aeronautical Information Publications
4-56 Marine Corps 1-1 Aeronautical Overprints
i3 4-56 Military Academy 1-2 Foreign Clearance Guides
4-p7 Military Personnel 1-3 Jet Flight Information Manuals
% 458 Military Security 1-4 Pilot’s Handbooks
B 4-59 Misbehavior of Sentinel 1-5 Radio Facility Charts
M 460 Missing Movement 2 Air Target Materials
4-61 Motor Vehieles 2-1 Geodetic Data Sheets
. 4-62 Mutiny and Sedition 2-2 Radar Return Codes
3, 4-68 National Guard 2-3 Reliability Data Sheets
§ 4-64 Naval Academy 24 Target Charts
L 465 Naval Militia 2-5 . Target Mosaics _
¥ 4-66 Navy ] Chart Quantities and Stocks ' -
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4
4“1
4-2
4-3
b
6

1

8

9

10
11
11-1
11-2
11-8
114
12
12-1
12-2
12-3
12-4
13
13~1
13-2
13-3
13-4
13-6
13-6
13-7
13-8
13-9
13-10
13-11

Development
Experimental Items
Portrayal
Test and Evaluation

Distribution

Exchange Agreements

Hydrographic Charts

Maps

Production

Requirements

Source Materials
Evaluation of
Dissemination
Procurement
Utilization

Special Charting Items
Aeronautical Video Plate
Special Charts
Special Mosaics
Terrain Models

Standard Series Aeronautical Charts
Aecronautical Approach Charts
Aerona: tical Planning Charts
Cloth Charts
Crash Grid Charts
Equidistant Charts
Evasion Charts
Navigation Charts
Radar Tracking Charts
Strategic Charts
‘Weather Charts
World Aeronautical Charts

Medicine and Dentistry—MED

1
117
1-2
1-3
2
2-1
2-2

2-3
2-4
2-b
2-6

2-1

Aeromedical Evacuation
Forward Evacuation
Inter-Theater Evacuation
Intra-Theater Evacuation
Dentistry
Dental Clinie Administration
Dental Health Records (Forms, Content
and Procedures)
Dental! X-Ray
Preventive Dentistry
Oral Hygicene
Prophylaxis
Prosthetics
Laboratory Activities
Special Dental Materials
Accountability
Treatment
‘Policies and Standards
General Medical and Health Status
Air Crew Effectiveness
Battle Casualties
Diseases
(Further subdivision of this subject
will correspond to the classifica-
tion of DD Form 442, Morbidity
Report)

o

6-1
6-2
6-3
e

7-2
-3
T-4

7-5
7-6
-1
7-8

8-1
8-2

AFM 1814

Injuries
Hospital and Dispensary Adwministration
Capacity and Status
Clinical Records
Patient Management
Admission and Dispesition
Discharge
Leave
Transfers
Physical Examinations
Preventive Medicine
Biological Defense
Environmental Sanitation
Immunization
Professional Services and Clinies
Aviation Medicine
Dietary
Laboratory
Medical
Cardiovascular
Dermatology
Gastroenterology
Internal Medicine
Pediatrics
Physical Medicine
Psychiatry and Neurology
Nursing
Pharmacy
Roentgenology
Surgical
Veterinary Service
Base Veterinary Service
Food Examination
Point-of-Origin Inspection

Administrative Managemeni—MGT

1

1-1

1-2

1-3
14

2-1
2-2
2-3
2-4

Documentation Control and Records Manage-
" ment
Communications (written)
Control
Preparation
Referral
Disposition of Records
Disposal
Retirement (Packing and Shipping
Procedures)
Records Centers
Staging Areas
Schedules (Preparation of)
Transfer
Maintenance of Cuvrrent Records
Microfilming
Functions (Missions and Responsibilities)
" Air Doctrine
Charts (Organization)
Command Jurisdiction and Prerogatives
Delegation and Designation of Authority
(See also PRO 8-2)
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[

£g——Ground-Safoly .

3-1 Education and Training
Safety Awards
Safety Educational

Materials

Training and Capter Development
Visual Aids

3-2 Engineering & Redearch
Facilities
Materiel aptd Equipment

ngineering & Research

8-3 Motor Vehicle Transportation
Govgrnment Vehicles (General Pur-
ose)
overnment Vehicles (Special Por-
pose)
Private Vehicles
eports and Analysis
Accident Analysiz Studies
Ground Accident Experience Data
Standard Statistical Tabulation
USAF Ground Accident Reports

34

fes

4 Historical Documentation and Properties
. 41 Historital Properties
N 42 Monographs
i 4-3 Unit Histories

5 Interservice Relations (Joint Activities)

6 Management Planning and Improvement

(Surveys and Studies)
6-1 Office Methods and Procedures
; 6-2 Organizational Analysis
6-3 Program Planning and Analysis
64 Work Measurement—Production
Layout and Materiel Flow
Production Control and Scheduling
Survey and Audit
Work Measurement
Work Simplifieation
Manpower
Tables of Distribution (Unit Manning
Documenta)
Position Authorization (Spaces)
Civilian
g Military
D 71-2 Tables of Organization and Equipment
C1-3 Utilization
] Organization
(Including, generally, the organization
of boards and committees. Classify docu-
ments pertaining to the organization and
work of specific boards and committees
by subject, using the name of the board
or committec as the subdivision of sub-
" jeet, as required.)
8-1 Activation

8-2 Assigniment of Organizational Units
i Unit Movemenis
8-3 Constitution

Promotional .

20 February 1958

8-4 Designation
Insignia—Ilags
Nomenclature
8-5 Disbandment
8-6 Diseontinuance
8-7 Inactivation
8-8 Reorganization
9 Postal and Courier Service
9-1 Courier System
Courier Transfer Stations (CTS8)
9-2 Distribution
9-3 Money Orders
9-4 Penalty Matter
9-5 Post Offices (APOQ's)
9-6 Postage
9-7 Postal and Courier Equipment
10 Statistics and Reports Management
10-1 Machine Records -

Machine Procedures
Punch Card Accounting Equlpment
10-2 Reports Contrnl System

10-3 _ Statistical Data Repository
H FeRms MANM.rMErW"

Military Personnel Admmus’rrahon—MIL
1 Absence

1-1 AWOL
1-2 ‘Desertion
1-3 Leave
Emergeney
2 Assignment and Reassignment
2-1 Air Force with the Armed Services of
US and other Countries
22 Armed Services with the Air Force
2-3 Attached
2-4 Flying Status
2-5 Permanent Change of Assignment
24 Permanent Change of Station
2-7 Release
2-8 Temporary Duty
3 Career Development
3-1 Classification
3-2 Qualification Records (Such as AF Form
11, ete.}
4 Chaplaincy
4-1 Cultural Activities
42 * Beclesiastical Indorsing Apgencies
4-3 Humanitarian Services
4-4 Personal Counseling
4-5 Preaching Missions
Jewish
Protestant
Roman Catholic
4-6 Religion
Jewigh
Protestant
Roman Catholi¢
4-7 Religious Eduecation
4-8 Retreats
Jewish

.1
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Protestant.
Roman Catholic
4-9 Worship
5 Discipline and Conduct

- b1 Misconduct

Administrative Reprimand
6 Identification

6-1 Change of Name
6-2 Foreign Nationals
6-3 Identification Cards
6-4 Passports and Visas
6-5 Serial Numbers
66 Tags
7 Military Personnel Records
7-1 Command Personnel Records Group
T-2 Field Personnel Records Group
7-8 Master Personnel Records Group
8 Pay and Allowances
81 Allotments .
Dependents
Income Tax
Pension
Savings
8-2 Aviation Cadets
8-3 Benefits—Gratuities—Compensation
84 . Clothing Allowances
8-b Enlistment Bonus
86 Flying Pay
87 Inactive Duty Training Pay
88 Pay Withheld or Delayed
8-9 Quarters
8-10 Subsistance
8-11 Travel
9 Performance
9-1 Commendations
9-2 Decorations and Awards
9-3 Effectiveness Evaluation
16 Personnel Services (Welfare, Recreation,
Morale) P
10-1 Air Force Aid Society
10-2 American Red Cross
10-3 Bands and Music
104 Casualty Assistance
10-5 Casualty Reporting and Notification
10-6 Education
10-7 Entertainment and Recreation
10-8 Funerals and Burials
10-9 Library Services

Library Property
Operating Systems
Technical Libraries
10-10 Personal Affairs
Dependents Assistance
Insurance
Marriage
Soldiers’ and Sailors' Relief Act
10-11 Sports
11 Personnel Statisties
111 Morning Reports
11-2 Rosters

11-3
12
12-1
i3
13-1
13-2
13-3
14
14-1

14-2

14-3
15
16
17
17-1
17-2
17-3
174
18

AFM 1814

Strength
Politieal Activities
Voting
Prisoners of War
Allied
Ameriean
Enemy
Procurement
Appointment and Enlistment
Examinations (Mental and Physi-
cai}
Qualifications (Education and Physi-
cal)
Waivers
Induction and Recall
Draft Deferment
Recruiting
Promotion and Demotion
Rank and Precedence
Separation
Death
Discharge
Inactive Duty
Retirement
niforms (Regulations of Apparel)

Materiel Maintenance Engineering—MTN

1 Conservation Practices

2 Contractor Technical Assistance

3 Equipment Histories

4 Materiel Items
(Further subdivide as required in ac-
cordance with standard classes of supply
{AFM 67-1) usipg class numbers in
parentheses as secondary subject desig-
nations, viz: MTN 4 (01).),

5 Modification

6 Performance Dsata

7 Preventive Maintenance

8 Repairs

9 Technical Order, Compliance

10 Unesatisfactory Reports

Operations—OPS

1 Air Baseg, Use of

1-1 Domestic

1-2 Foreign

1-3 Site Surveys

2 Air Traffie Control

2-1 Aireraft Dispatch and Clearance

Identification

2-2 Air Routes

2-3 Control Tower

24 Flight Rules and Regulations

&-prm——Plght-Safety—

Aecidents—>
Individuat-Fhight Recordiny
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Atomic Warfare
Liaison (Atomic Energy Commission,
Military Liaison Committee, Armed
Forces Special Weapons Project) (See
also REL},
Maneuvers
Tests

' Clandestine Operations

Electronics Systems
Airborne Radar
Aijrcraft Control and Warning
Radar Calibration
Combat Electronics
Flight Operations
Airlifts
Air Ground Rescue
Air Sea Rescue
Bombardment
Evacuation
Disaster
Wounded (See Aeromedical Evacua-
tion—MED)
Fighter
Ground Support
Reconnaissance
Transport
Inflight Refueling
Troop Carrier
Special Missions
Joint Operations
Navigation
Navigation Aids
Operations Analysis
War Plans
Combined War Plans
Foreign Military Assistance
Defense
Civil Defense
Mobilization
Civil Aviation
Joint War Plans
Logistics
Offense
Biological and Chemical
Psychological
Strategic
Tactical
Ground Supporti

PHoi’ography—PHO

Aerial Mapping and Charting Photography
Cross Servicing Agreements (Inter-
Agency)
Identifications and Titling
Mapping and Charting Projects
Print Libraries
Motion Picture Photography
Distribution and Control of Projection
Prints (Training and Information and
other Education Films).

2-2
2-3

-1
5-2

6-1
6-2
6-3

6-4
7

71
-2
7-3
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O

Gun Sight Aiming Point (GSAP)
Motion Picture Production Project
Radar Scope Photography
Sound Recording
Still Photography
Print Libraries
Transparencies
Film Strips
Use Requirements Review
Air Force Film Review Board
Intelligence Collection
Research Instrumentation and Documen-
tation
Training
Utilization Control
Color Policy
Loan, Sales and Exchange
Terminology—Nomenclature

Police Operations—POL

1 Police Administration

1-1 Authority and Jurisdiction

1-2 Civil Police Liaison

1-3 Comp'aints
Individual Case Files

14 Disposition of Offender Reports

15 Gate Guarding

1-6 Offenses or Incidents
(Including Arrests and Routine In-
vestigations of Delinquency and
Complaints)

1-7 Patrolling

1-8 Permits (Hunting, Fishing, Firearms,

ete.)

1-9 Property

1-10 Records of Events (Desk Journal)

1-11 Relief Schedules

1-12 Reports of PM Activities

1-13 State of Discipline

1-14 Traffic Control

1-16 Vehicle Registration

2 Corrections

2-1 Casual Prisoners

2-2 Confinement Administration

2-3 Confinement Operations

2-4 Prison Administration

2-5 Prisoners Complaints

2-6 Prisoner's Individual Records

2-9 Restoration and Clemency

2-8 Retraining of Prisoners

Procurement—PRO-

1 Contract Administration

1-1 Contractor’s Records

1-2 Cost Reimbursement (Approval of Cost)

1-3 Price Redetermination {Renegotiation)

wpl—d Subcontracting
1-6 Tax Exemption

e
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Contract Financing
Advance Payment
Guaranteed Loans
Partial Payments
Contract Placement
Bonds
Coordinated Procurement
Execution (Awards)
Appraval
Distribution
Numbering
Formal Advertising
Interdepartmental Procurement
Federal Supply Service
Negotiation
Finding and Determinations
Sources
Bidders List
Small Business
Specifications
Contractual Instruments
Changes
Types
Cost-Plus-Fixed-Fee
Fixed Price
Time and Materials
Foreign Procurement
Government Property
Bailment
Government-Furnished Materials
Government-Furnished Aeronautical
Equipment
Industrial Property Control
Industrial Resources
Facilities
Industrial Equipment
Plant Expansion
Special Tooling
Labor and Technicians
Materials
Controlled Materials
Customs Entry
Priorities
Stockpiling
Initiation of Purchase and Procurement Au-
thority
Assignment of Procurement Responsibil-
ity
Delegation of Authority
Procurement Directives
Purchase Requests
Production
Delivery Schedules
Engincering Changes
Expediting '
Programming
Requirements Computation
Procurement Case Files
Quality Control
Ingpection and Acceptance

:;;5!

Ko

AFM 1814 ;-

13 Readjustment - ) :
13-1 Claims -
13-2 Property Disposal o
13-3 Settlement s
13-4 Termination i
Convenience i

Default o

Publishing and Publications—PUB =
1 Orders o
1-1 AF Reserve Orders R
1-2 Courts-Martial Orders -
1-3 Flight Orders
1-4 General Orders i
1.5 Movement QOrders L
1-6 Cperations Orders ¥
1-1 Personnel Action Memoranda i
1-8 Special Orders T
1-9 Technical Orders o
2 Printing, Binding and Reproduction (Includ- ; :

ing Ditto, Photostat, etc.)
241 Requirements
3 Publishing

81 Distribution and Procurement
3-2 Format and Editorial Policy

Bulletins
Digests
Directories
Indexes
Letters
Manuals
Memoranda
Periodicals
Regulations

-Bf————Feorms-Standardization-and-Controt—

4 Review and Coordination

Research and Development—R&D
1 Aircraft
(Subdivide as reguired:

plane; fighter; glider; liaison; lighter- ;-
than-air; parasite; reconnaissance; ro-

tary wing; and trainer).

1-1 Aerodynamics (Exclusive of propellors y.-'

and rotors)
Airfoils
Boundary Layer Control
Design Criteria

External and Internal Flow

Filuid Mechanies

Turbulence

Wind Tunnel Studies
1-2 Alighting Gear

Antiskid Devices

Brakes

Cross-wind Landing Devices

Floats

u» Skis

amphibian; J i

S TSN

+ e
TFerLTY

¥
e
L)

ey
iy
.
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Steering
Tires
‘Wheels
Components
Fuel Cells
Fuselages
Tail Asscmblies
Wings ’ 1-10
Design
Comfortization
Design Parameters
Escape and Recovery
Fabrication 1-11
Layout and Arrangement
Load, Weight and Balance
Passive Defense
Performance
Pressurization
Structural Testing
Electrical Accessories
Actuators
Auxiliary Power Plants and Genera-
tors 1-12
Circuit Breakers
Convertors
Lighting
Motors
Regulators
Storage Batteries
Wiring 2
Flight Instruments 2-1
Accelerometers
Airspeed 2.9
Altitude
Free Air Temperature
Pitch and Yaw
Flight Operation Techniques and Equip-
ment
Aircraft Climatization
All Weather Operation
Cruise Contxol 2-3
Floating Wings
Piloting
Range
Extension
Inflight Refueling
Towing
Unconventional Landing and Take- 2-4
off
Maintenance and Test
Engine Test Cells
Engine Test Stands
Repair Equipment
Shelters and Maintenance Stands
Structure Testing Equipment
Mechanical Accessories
Actuators
Aerial Delivery Equipment 2-5
Aerial Dispensers
Ceoling and Air Conditioning »

20 February 1958

Deicing and Anti-icing Devices
Fire Prevention Equipment
Heating Equipment
Hydraulics
Inflight Cargo Handling Equipment
Oxygen Equipment
Pneumatic :
Propellors and Rotors
Aerodynamics of
Components
Control
Drive Mechanism
Servicing and Handling :
Fueling and Fuel Storage
Gas Generators and Gas Servicing
Handling
Heating and Air Conditioning
Launchers and Arresters
Lubrication Equipment
Mobile Compressed Air Supply
Starting
Towing
Stability and Control
Control Mechanisms
Control Surfaces
Criteria
Dynamic Load
Flutter
Vibration
Armament
Aircraft Armor (Plates, Bullet Proof
Glass, ete)
Ammunition and Guns (Execlusive of
Fire Control System)
Accessory Equipment
Destructive Effects
Drives
Feed and Storage (Aboard Air-
craft)
Mounts
Analysis and Evaluation
Ballistics
Computation
Control Theory
Dynamics of Systems
Performance Evaluation
Systems Synthesis
Bombs (Exclusive of Special Weapons)
Cluster
Controlled
Damage Asgessment
Fragmentation
General Purpose
Incendiary
Leaflet
Photoflash
Target Marker
Bomb Accessories
Anti-ricochet Devices
Fins
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2-8

2-9
2-10
2-11

2-12

2-13

2-14

31
3-2
3-3
4
4-1
42
4-3
4-4
4-5
41-6
4-1
4-8
4-4
4-10
4-11
4-12

4-13
5
5-1

Launchers
Racks
Releage Systems
Shackles
Computers
Bombing
Ground Defense
Demolitions
Application
Techniques
Fire Control Systems
(Position reference—radar; optics;
gyros; computors; servo-transmit-
ters; all equipment applicable to an
integrated fire control system)
Puses
Mines and Torpedoes
Munitions Handling Equipment
Cranes
Hoists
Slings
Trailers
Trucks
Rockets and Launchers
Accessory Equipment
Destructive Effects
Fecd and Storage (Aboard Aireraft)
Launching Equipment
Release Equipment
Rockets
Sights
Rombsights
Gunsights
Warheads

Chemistry

Analytical Physieal
Inorganic
Organie

Communication

Accessories
Acousties
Airborne Systems
Facsimile
Ground Systems
Linguistics
Receivers
Recordings
Tclemetering
Teletype
Television
Theory of Information and Communica-
tion
Transmitters

Electronics

Combat Electronic Application (Elee-
tronic Countermeasures)
Antijamming
Confusion
Ferret Systems
Jamming

5-2

5-8

54

6

6-1

62

7
-1

AFM |Bl-4

Screening

Signal Search and Analysis

Simulation
Components, Techniques and Tests

Amplification

Antennag and Antenna Shelters

Detection

Interference Reduction

Meters

Modulation

Moving Target Identification

Remoting Devices

Signal Analysis

Signal Generators
Electromagnetics

Analysis

Wave Propagation
Electronic and Electrical Parts

Ammeters

Condensers

Electronic Tuabes

Heating Elements

Inductors

Insulation

Lamps

Magnetic Amplifiers

Plugs and Connectors

Regulators

Resistors

Transformers

Transistors

Voltmeters

Wire

Engines

(Subdivide as required: gas turbines,
turbo jets and turboprops; nuélear; ram-
jet; rocket)
Engine Accessories
Carburetion and Manifolding
Controls
Coolings
Filters and Sereeng
Fuel Systems
Ignition
Injectors
Lubrication and Systems
Power Transmission
Engine Instruments
Flowmeters
Fuel Gauges
Position Indicators {cowl, inter-
cooler flaps, landing gear, ete.)
Tachometers
Temperature
Thrust Meters
Torquemeters

Equipment

Air Base Equipment
Auxiliary Power
Camoufiage
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AFM 1814

Construction and Maintenance

Equipment

Fire, Crash and Salvage Equipment

Lighting and Marking
Materials Handling
Personnel Carriers
Structures

. -2 Clothing and Protective Equipment

“

Anti-hazard Clothing
Environmental Clothing
Eye Protection

Flying Clothing
Helmets

Occupationa! Clothing
Personal Armor
Personal Oxygen Equipment
Protective Clothing
Restraining Devices
Uniform -

-3 Machine Elements and Hardware

Bearings

Cams

Fastenings

Fittings

Gears

Mechanical Servos
Movements and Mechanisms
Springs

T4 Medical and Dental Equipment
7-6 Rescue and Survival Equipment

Aerial Pickup and Tow

Airborne Land Rescue Equipment
Airborne Sea Rescue Equipment
Detection Devices

Droppable Survival Gear
Flotation Gear

Personal Survival Clothing
Rescue Boats and Equipment

-6 Test Support
Aerial
Range
- Trainers and Simulators

Air Vehicle Trainers

Bombing System Trainers
Electronic Equipment Trainers
Fire Control Trainers
Navigation Trainers

Targets and Scoring Devices

7-8 Quartermaster Type Equipment

Bedding

Cleaning and Sanitation Equipment

Food and Rations

Food Containers and Dispensers
Food Preparation Equipment
Furnishings

Personal Care Equipment
Shelters

] Fuels and Lubricants
8-1 Greases
B2 High Energy Fuel
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8-3 Hydraulic Fluids

84 Hydocarbon Fuels

8- Qils

8-6 Rocket Fuels and Propellants
8-7 Storage and Distribution

9 Guided Missiles
(Subdivide as required: air to air; air
to surface; air to underwater; surface to
air; surface to surface; surface to under-
water; underwater to air; underwater to
surface; underwater to underwater.)

9-1 Alighting Gear

9-2 Components, Accessories and Parts
$-3 Design

94 Electrical Equipment

9-5 Instruments

9-6 Launching and Recovery Equipment
9-7 Meachanical Equipment

-8 Stability and Control

g-9 Test Vehicles

10 Industrial Processes (bonding; cutting; fix-
tures; forming; finishings; gauges; inspec-
tion instruments; joining methods; packag-
ing; preserving; tools; treatment; welding)

11 Instrumentation

11-1 Aircraft

11-2 Armament

11-3 Electronics

114 Guided Missiles

11-5 Laboratory

11-6 Optical

11-7 Range

11-8 Special Weapons

i2 Materials

12-1 Chemicals

12-2 Metallurgy and Metallies
Alloys

Ceramics and Metallic Mixtures
Combination Metallic and Non-
metallic Materials
Metallic Sandwich Materiala
Powder Metallurgy
12-3 Non-metallics
Adhesives and Sealers
Ceramics
Elastomers
Leather
Paints
Plasties
13 Mathematics and Computation
14 Medicine and Biology

14-1 Air Evacuation

14-2 Allergy

14-3 Anatomy

14-4 Aviation Medicine

14-5 Bacteriology

14-6 Biochemistry

14-7 Biomedical Aspects of Special Weapons
14-8 Biophysics

14-9 Dentistry
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14-10 Dermatology

14-11 Entomology

14-12 Epidemiolegy

14-13 Immunology

14-14 Military and Field Medicine
14-15 Neurology

14-16 Neuropsychiatry
14-17 Ophthalmology
14-18 Orthopedics

14-19 Otorhinolaryngology
14-20 Parasitology

14-21 Pathology

14-22 Pharmacology

14-23 Physiology

14-24 Preventive Medicine
14-25 Radiobiology

14-26 Radiology

14-27 Surgery

14-28 Toxicology

14-29 Veterinary Medicine
14-30 Virology

15 Meteorology

15-1 Atmospheric Hydrodynamics and Circu-
lation Temperature

15-2 Balloon Probing and Transport System

15-3 Climatology

156-4 Micrometeorology

16-5 Synoptic Techniques

15-6 Thunderstorms

16-7 Visibility

16-8 Water, Clouds and Hydrometers

15-9 Weather Forecasting

15-10 Winds, Turbulence and Diffusion
16 Military Psychology

16-1 Intelligence Operations Techniques

16-2 Psychological Warfare Methods

17 Navigation and Navigation Instruments and
Equipment

17-1 Ground Reference Navigation

Direction Finding
Distance and Position Finding
Ground Tracking Airborne Radar
Map Matching
Radar Beacons and Markers
Radar Search

17-2 Navigation Instruments
Astrograph Data Boards
Chart Projection Methods
Chronometers
Computers
Driftmeters
Graphie Instruments
QOctants
Position Indicators

17-3 Self-Contained Navigation
Celestial
Celestial-Inertiai
Dead Reckoning
Direction Instruments

AFM 1814
Inertial
Pogition Indicators
174 Terminal Contrel of Air Vehicles

Air Tratlic Control
_ Ground-Controlled Approach
Homing
Instrument Landing Systems
Target Seckers
17-6 Vehicle Guidance and Control
Beam Riding
Close Cooperation Devices
Command Systems
LORAN
Preset Guidance
Radioc Compass Auto-pilots and
Coupling to Beams
Radionranging
SHORAN
Stabilization Devices
18 Parachutes (Cargo; decelerator; missile re-
cover; personnel theory of)
19 Personnel Utilization

il Ae o rlie LT T I TR T s
il ot 5 - A AR s 3 o ik A - G W L D AT

19-1 Agsignment

19-2 Evaluation B
19-3 Human Engineering 3
19-4 Manpower Accounting and Reporting ‘
19-6 Manpower Supply and Requirements
19-6 Promotion X
19-7 Psycholegy of Training

19-8 Psychophysiology

19-9 Selection

19-10 Training and Education
20 Photography (Including Aerial Reconnais-
sance Colleetion)
20-1 Interpretation and Compilation
20-2 Processes and Devices
Cameras
Emulsions
Film
Lenses
Optical Material
Optics
Photo Process Labs
Photosensitive Material and Proc-
esses
Printing
Processing
Quality Control
Titling
20-3 Techniques
High Speed
Infra-red
Micro
Motion
Still
Three Dimensional
Ultra-violet
21 Physices
21-1 Acoustics
21-2 FElectricity and Magnetics
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Experimental Physics
Mathematical Physics
Mechanics
Nuelear, Atomic, Molecular Structure
Solid State Physics
Thermodynamics
Physics (Atmospherics)
Acoustics
Cloud Physics and Nucleation
Cosmic and Solar Influences
Electricity and lonization
Meteors
Opties
Radiation
Structure and Composition
Saciology
Demography
Inter-group and Inter-personnel Rela-
tions
Morale and Leadership
Special Weapons, Effects and Defense
Atomic Weapons
Bacteriological and Biological Warfare
Apgents
Chemical Warfare Agents (CW)
Radiological Warfare Agents (RW)
Thermonuclear Weapons
Terrestial Sciences
Geodesy
Geology
Geomagnetisms
Geophysical Aspects of Atomic Weapons
Oceanography
8eismology
Soil Mechanies

Relations & Liaison—REL

Information Services
Civil Liaigon
Community Relations
Celebrations and Ceremonies
Holiday Observances
Industrial Liaison
Speakers Bureau
Internal Information
Base Newspapers
Commander’s Call
Orientation
Public Information
Information Releases
Press Queries
Press Visits
International Affairs
NATO
SHAPE
Legislative Relations
Congressional Inquiries
Legislation (Proposed-Submitted
Comment)
Legislative Programa

for

T
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Security—SEC

1 Counter Intelligence

1-1 Subversive Activities (See INV 5)
Individuals
Organizations

2 Physical Security

2-1 Trave! Control
Security of Troop Movements (Per-
sonnel)
Security of Materiel Movements
(Supply)
2-2 Contro]l of Entry and Exit

Guarding and Patrolling (Guarding
and Patrolling Operations—See
POL 1)
Identification and Passes
Physical Safeguards
Barriers, Deviees and Equip-
ment
Visitor Control
3 Safeguarding Military Information

3-1 Censorship
Civil |
Military
Prisoner-of-War
32 Classifying and Marking
33 Destruction {Incineration and Macera-
tion)
3-4 Disclosure and Access
3-5 Handling and Transmission
-6 Loss or Subjection to Compromise
37 Reproduction
3-8 Storage

Supply and Services—SUP
1.  Distribution of Supplies
11 Basgis of Issue”
Accountability, . rus kizaT o0 S
‘ fmm GOYCEAMENE- p-¢ anpeme 7S
oan, Donatien and Exchan
Orgabiation Dads 1 4ma oo
Rations
UPRELs
Personnel
Rations
Tables of Allowances
Requirements
~Discrepancies
Shortage
2 Disposition of Supplies and Personal Prop-
erty (Disposition of Real Estate—See INS)

2-1 .\Excess and Surplus Personal Property
“ Declaration
" Redistribution
Sale
Salvage
3 Services
31 Clothing Sales
3-2 Commissary Operations
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3-3
34
3-6

3-6

4-1

!‘h

2

l?l:n

LI L%

B-7

L

6

Food Services
Menus
Laundry and Dry Cleaning
Mortuary and Grave Registration
Escorts and Honors
Headstones and Markers
Interments and Disinterments
Post Exchange Operations
Storage of Supplies .
. Stock Control—Stock Record Account
Inventory and Adjustments
Memorandum Receipts
Notice of Shipment
Requisitions
Service Stock (Model, Shop Stock,
Local Issue)
Shipping Documents
Stock Level Control
Vouchers
Warehousing (Including Open Storage)
Preservation and Storage Methods
Space Utilization
Supply System Management
Classification, "Cataloging and Nomen-
clature
Conservation and Rationing
Export Control
Seizure
Packaging and Marking
Selection, Adaptation and Modification
Standardization
Utilization
Stockpiling and Reserves
Strategic and Critical Materials
Supply Directives
Supply Facilities
Base
Depot
Unit
Supply Items .
{Further subdivide as required in ac-
cordance with standard classes of supply
(AFM 67-1) using class numbers in
parentheses as secondary subject desig-
nations, viz: SUP 6 (01).)

Training—TNG

1

11
1-2
1-3

-1
3-2
3-3

4-1

Administrative Training and Facilities
(Schools)

Administrative Procedures
Management Training
Secretarial Training

Air Academy

Civilian Components
Air Force Reserve
Air National Guard
Civil Air Patrol

Collateral Training

Aircraft Recognition

AFM 1814
4-2 Chemical Warfare
4-3 First Aid
44 Physical
4-5 Small Arms, Familiarization
] Flying Training & Facilities (Schools)
5-1 Basice
5-2 Bombardment
53 Fighter
54 Instrument
GCA (Ground Control Approach) -
ILS (Instrument Landing)
55 Narvigation
56 Reconnaissance
-7 Rotary Wing
5-8 Tactical
6 Foreign Trainees
7 Military Training
71 Basic Training (Non-flying)
-2 Officer Training (Non-flying)
8 Professional and Academic Training and Fa-
cilities (Schools)
8-1 Academic
8-2 Chaplains
8-3 Dental
84 Legal
8-b Medical
9 Technical Training and Facilities (Schools)
9-1 Carcer Training
Atomic Warfare
Biological Warfare
Intelligence
9-2 Mobile Training
9-3 On-the-job-training
94 Special Training
10 Training Aids
11 Unit Training
Transportation—TRS
1 Bagpgage and Trophies
2 Commercial
2-1 Carrier Agreements
2-2 Carrier Representation
2-3 Freight (Facilities, Classification and

Rates)
Air
Bills of Lading
Chemicals, Explosive and Inflamma-~
bles
Demurrage
Diversion and Reconsignment
Embargoes
Express
Forwarding and Loading
Household Goods
Motor Carriers
Rail
Car Control and Supply
Storage in Transit

47



AFM

24
2-5
2-6

1814

Water
Weighing and Inspection
Loss and Damages
Military Impedimenta
Passenger (Facilities, Classification and
Rates)
Air
Civilian Personnel
Dependents
Military Personnel
Remains .
Itineraries and Reservations
Motor Carrier
Personally Owned Auto
Rail
Subsistence
Superior Accommodations
Transpoertation Requests
Troop Movements )
Sleeping Accommodations
Water
Routes
Strikes
Switching
Customs Entry
Military Air Trangpert
Ferrying of Aircraft
Integration of Commercial Facilities
Charters
Contracts
Ground Detention
Regulations (Operating Rights, CAB
Proceedings, ete.)
Lost or Destroyed Aircraft
and/or Personnel in)
Non-Revenue Traffic
Cargo
Mail
Passengers
Civilian
Dependent
Military
Retired, Reserve, ROTC
Revenue Traffic
Cargo
Passenger
Traffic Regulations
Capabilities and Allocations
Clearances
Documentation
MAP Traffie
NATO Traflic
UN Traffic

{Cargo-
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5] Military Motor Vehicles
65-1 Base Authorized Allowances
5-2 Bus Movements
b-3 Drivers Qualification and Training
64 Genera] Purposes
Administration
Tactical
5-b Operations
5-6 Special Movement Authorizations
57 Special Purpose
F-8 Tolls
6 Military Sea Traunsport
6-1 Billing Procedures (MSTS)
6-2 Cargo
Qutturn Reports
Overseas Destination
England
Germany
Others
Special Cargo
Aircraft
Privately Owned Automobiles
Z. 1. Ports
HRPE
NOPE
NYPE
SEPE
SFPE
6-3 Monthly Reports (MSTS)
6—4 Passengers
Civilian .
Dependent ' T
Military . :
Retired Personnel
Space Available
8-b Port Detachments
6-6 Stevedoring
T Illegal Use of Transport i
8 Insurance
9 Travel Control (Priorities)
10 Utility Boats
Weather—WEA
1 Geographical Requirements
1-1 Techniques and Equipment
2 Meteorological Analysis
2-1 Climatology
2-2 Forecasting
Storm Tracking—Warning
3 Observations
31 Air Reconnaissance
3-2 Surface (Weather Stations)

4
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RELATIVE INDEX

Absence: (Leave)

Civilian._ ek CIV 10
Annual e CIv 1011
Biek - o o oo CIv 10-2
Without Pay._ .. e aeiaaiaaaal CIV 10-3
Military . e eaeaaes MIL 1
Desertion. o oo ieeaeaea MIL 1-2
Emergency oo oo MIL 1-3
Without Leave (AWOL)__.___.___... MIL 1-1
Academic:
Behools_ oo oo TNG 8-1
Trandng e e TNG 8-1
Academy, Air ... __________________ TNG 2
Acceptance and Inspection, Quality Control._PRQ 12-1
Access, Military Information_ . _____________ BEC 3-4
Accession, Civilian Personnel.....___..___.. CIv 1
Accessories:
Aireraft:
Electrical oo\ e R&D 1-5
Mechamieal . L. R&D 1-9
Bomb.. oL R&D 2-5
Communicalions.. oo .o aaa.ou R&D 4-1
Engine. oo eaecas R&D 6-1
Guided Missiles_ . ..o oeceeaas R&D 9-2
Accidents, Ground Safety_ .. _________. maTxae, 3
Account, Stock Reeord_ .. ... ... SUP 4-1
Accountiny:
Appropristion ... _______. ... FIN 1
Cost e iac e em e cmcccmcicaocanl FIN 3
Expense. ..o e FIN 6
Generad Ledger_ o aaa. FIN 7
Internntional . oo __ .o ooao. FIN 8
Manpower {Utilization).. -« .o ..._- R&D 19-4
Monetary Property_ . . ... TIN 9
Procedures:
Fxpense Accounting_ .. ________.__ FIN 6-1
General Ledger Accounting.__________ FIN 741
Salvage and Surplus Materinl.__________ FIN 13
Accounts:
Communication_ - ... .o oo aas COM 11
L0 /R FIN &
Cryptography o eeo.. COM 2-1
Expense. . oo . .FIN 6
General Ledger _ - .. .. ... FIN 7
Acoustics:
Communications. - .. ..o . ..__._ R&D 4-2
Physies. oo i e R&D 21-1
Atmospherica. - __.____ R&D 22-1
Acquisition, Real Estate_____________ S, __INS 4-1
Act, Civil Relief - - ... LEG 3-1

AFM 1814
Action, Disciplinary .« oo eooooome . CIV 41
Activation. ____ . _.__.. MGT 8-1
Activities:

PM Report of - ... POL 1-12
Cultural (Chaplaing) . oo oo .. MIL 4-1
Political:
Civilian., oo e CIV 4-3
Military .. oomeo. et emamam———e MIL 12
Subversive. . ..omccecacanace rmmaeaman SEC 1-1
Adjustments, Inventory of:
Supplies. .. SUP 4-1
Administration:
Anditing. . o e ... FIN 2-1
Confinemente e a e wee oo oioecceen POL 2-2
Contract ... . oo mae oo PRO 1
Dental Clinde. o oc oo MED 2-1
L T MED 4
Finaneinl ... FIN
Funds (Budget) ..o oo ocoaeeee ... FIN 4-1
Hospital . ool MED 4
chal ................................ LEG
Military Justice ... oo ... LEG 1
Pay:
Civiian_ .. CIv 11
Military e MIL 8
Personnel:
Civilian. oo e CIvV
Military oo deae e MIL
Police. .. ....... e mmmm e m e m POL 1
Prison. ... eemmmeemcccceeeeen POL 24
Administrative:
Funetions . oL MGT 2
Inspectiona____ . . _......._. INV 1
Management. - - e weae MGT
Charts. ... e oo MGT 2-2
Procedures, Training ino .. ___.___. TNG 1-1
Responsibilities ... ..o ... MGT 2
Sehools_ .o oo L TNG 1
Traiming_ L TNG 1
BT T INV 1
Advance Payment of Contracta..___..__._.__ PRO 2-1
Advertising-Formal Contracts. ... __.__..._. PRO 3-4
Aerial Mapping and Charting. ___________.. PHO 1
Aerodynamics, Arerafto . ___..... R&D 11
Aeromedical Evacuation. [ _.._______.__ MED 1
Aeronautical Information Publications. _.._. MAP 1
Affairs:
JInternational Relations______ rmmmmm—n- REL 2
Personul. oo . MIL 10-10
Agencies, Ecclesinstieal:
Indorsing (Chaplaing). o .oo . __ MIL 4-2
Agreements:
Carrier. oo e TRS 2-1
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AFM 181-4
Exchange. .o oo ae e MAP 6 Allocation:
International Accounting oo ooeeocuooa- FIN 81 Advice of e oo ... FIN 1-2
Phatography (Cross Servicing). - _._._. PHO 1-1 Funds_ oo FIN 1-2
Ald Society, Air Force. cevenmaiean.- MIL 10-1 Status of e ... FIN 1-2
Aids: Allotments:
Nuovigation Operations. . oo eeaoeooo . OF8 8-1 Advice of .o oo .. FIN 1-2
Troining e e mcacemm e TNG 10 Py o e e et e MIL B8-1
Lo Faeilitiea_ - __. oo INS 1-12 Allowances:
! : Air: Clothing. o e v e oL MIL 8-4
Ca Academy .o eeieecanas TNG 2 Py e MIL 8
P Attaches. . e eeiacoon- INT 1-1 Quarters. . e e MIL 8-9
i Base Equipment__ ... ... R&D 7-1 Subsistence ... ... MIL 8-10
r Bases, Use of . . . ccucom oo ors Vehicles (Base) . .__.__.______.____... TRS 5-1
oL Control Tower_ .. o cceameoo-. oPs 2-3 Amateur Radio-__________ . _______..... COM 3-2
‘ . Crew Effectiveness_ .. o aecaaaaa. MED 3-1 American:
4 EVACUEON - - e ooeoooeoeeeeemn R&D 14-1 Prisoners of War_____________________. MIL 13-2
, f Facilities, Intelligence Estimates of ... ... INT 2-1 Red Cross:
.‘-tf;j Ground Resene. oo eeaeeaana- OPS 6-2 Contributions to__________________. ADM 3
xk Materiel Estimates. oo oo INT 2-2 Services of o oon oL —_-.-MIL 10-2
L National Cuard Training - c..veeeeuo.- TNG 3-2 Ammunition, Armament__________________. R&D 2-2
144 Order of Battle . oo o oeimeean.. INT 2-3 Anatomy (Researeh)._____ .. .____..__.__.. R&D 14-3
i Reconnaissanee_ oo oo _aooo.oo_- WEA 3-1 Analysis:
;- Routes: Armament.. .. ___.._______ R&D 2-3
N Operations —« oo soeooicacaaane- OPs 2-2 Meteorologieal_ .. ... __.....__._. WEA 2
[E; Sea Reacue. o oon oo ace oo 0oPs 6-3 Operations.._____. ... ... OPS 9
ol Target Materiala___.. . _ooocoooaoo- MAP 2 Organizational . _..__._ ... __._.__ MGT 6-2
¢ Traffic Controlae . cocic oo ors 2 Program. ..o MGT 6-3
Transport Service . coeoccercacmcacaa.- TRS 4 ) 7 S INT 4-2
Vehieles, Terminal Control- ... _.____ R&D 17-4 Analytical Physical (Chemistry)._..__._.___ R&D 3-1
Air Foree: Annexes (Intelligenee)_ . ... ... ._..__. INT 1-9
Aid Boelety .o MIL 10+ Annual:
Film Review Board . oo PHO 6-1 Budget Authorizations_____ ... _____.___ FIN 1-3
Personnel Assigned to other US Armed Finaneial Plan. ... ___.____ FIN 4-1
Services and other Countries. ........ MIL 2-1 Appeals, Civilian Personnel. .. ... . ___. CIv 12-3
Reserve: : Appellate, Review and Procedure.. .. ___ LEG 11
Orders. ..o PUB 1-1 Application for Employment... ... ._...___. CIV 15-1
A D e oo e e e e e em e TNG 3-1 Appointment, Military . o oo oo eeaeas MIL 14-1
With other Countries, Reassignment of . .MIL 2-1 Approach Charts. ... ool MAP 13-1
Airborne: Appropriation:
Communications Systems.. . ... ... COM 3-1 Accounting. ... ... FIN 1
Research. o e e eee e R&D 4-3 LW o et aeeee FIN 4-1
Radar Operations. . ..o ocorammaen o2 OP8 51 Approval of Cost (Contracts)..__..____.___. PRO 1-2
Aireraft: Aprons (Facilities) . .o o oo ooommrae oo INS 1-1
Armor (Armament)_ ... ._________ R&D 2-1 Armament. ..o .o R&D 2
Clearance (Traffie) - cwo o ocuoemiaanas OPS 2-1 Analysis. o ool R&D 2-3
Control . e OPS 5-2 Instrumentation. ... ____.__.__._.___ R&D 11-2
Crash Rescue (Facilities) _______.___... INS 1-5 Armed Forces Special Weapons Project,
Dispateh (Traffic). oo on oo . OPS 2-1 Liaison With. o occc o iiae e e OPS 3-1
Ferrying of oo TRS 4-1 Armed Services with AF:
Instrumentation. oo cuooicacoaaas R&D 11- Assignment of ... _____.__.__.__.. MIL 2-2
Lost or Destroyed___ ... . o __... TRS 4-3 Reassignment of . ... MIL 2-2
Research. o oooooovnceccmceees ---R&D 1 Armor, Alreraft. o come o cemeieaaeaaaaa R&D 2-1
WA TIDE - - v e v e e c e mmmmmmee e OPS 5-2 ATTeBtB. o iicoiieiaeceemmmecasm———ean POL 1-6
Ajrfields ..o e aaeea INS 1-1 Assignment:
Airlifts, Operations of ________._____.___._. OPS 6-1 Attached .l MIL 2-3 .
Alighting Gear: (Research) Military Personnel .. ... .__... MIL 2
Adreraft. oo R&D 1-2 Organizational Units. ... ... __...._. MGT 8-2
Guided Missiles. oo cccce i creeae R&D 9-1 Permanent Change of - o ..o ..o MIL 2-5
Alergy e ieeiicecmnana- R&D 14-2 Personnel Utilization, Research on..._.. R&D 19-1
Allied, Prisoners of War.. . cc..ccacaaaas MIL 13-1 Procurement Responsibility.._..._..__. PRO 8-1
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Agsigtance:
Contractor, Techniecal ... _._ ... .. ... MTN 2
Legal oo mmaaaaa LEG 3
Atmospheric Hydrodynamies
Temperature (Meteorology)-— - ... R&D 15-1
Atomice:
Energy Commission, Liaison with_ . ____ OPS 3-1
Structure, Physics_ ... ... R&D 21-6
Warfare ..o QPs 3
LiaiS0M e e e oo e e e OPS 3-1
Maneuvers. - oo OoPs 3-2
8ehool8e e oo TNG 9-1
T U OPS 3-3
Training_ ..o . TNG 9-1
‘Weapona (Effects and Defense)....... R&D 241
Attorney, Powerof .o . ..a- LEG 3-2
Auditing. oo aeeaeeaeaa- FIN 2
Auditor’a Records. .. . ioeeeeeaa- FIN 2-2
Aundits:
Contract. .. ... FIN 2-3
Industrial o .. FIN 2-3
Internal o eeoae FIN 2-4
Tutra-Air Foree____ . ___._.___ FIN 2-4
Authority:
Delegationof . ... _________ MGT 24
Procurement. . ... ooooL._. PRO 8-2
Designation of cc oo ocnccce e eaaeas MGT 2-4
Initiation of Purchase. . oo cnncaeaon- PRO 8
Palice . - o e POL 1-1
Procurement . . ... PRO 8
Authorizations:
Annual Budget. . _.___.___ FIN 1-3
Frequeney (Radio) . . o . _...._. COM 44
Special Movement. - .. o cceccuaaminnn.- TRS 5-6
Aviation:
Cadet Pay___ . AIL 8-2
Medicine. . ... MED 7-1
Researcho oo oo . cemaan R&D 144
Awards:
Civilian e e oo oo e e e caceeean CIV 12-1
Contractece e oo e e mmm e PRO 3-3
Military. ..o oo _L_. MIL 9-2
B
Bacteriology Research. ..o .... R&D 14-5
Baggage, Transportation of ... ......... TRS 1
Bailment, Property. oo ._._.. PRO &1

Balloon Probing and Transport
System (Meteorology). .- ____....___R&D 15-2

Bands (Service) .o oo oos MIL 10-3
Banking. oo iiimeacacanas FIN 3
Bage
Authorized Allowances, Vehicles. . .._._ TRS 5-1
Supplies, Facilities . _ __ .. _._._.______ SUP 5-8
Trust Fands. .ol FIN 10-3
Veterinary Service. .- .. ... MED 8
Bases, Air (Use of) o e oo miiaaaacaaas OoP38 1
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Basic:

Flying:

Schools ..l TNG 5-1
Training. oo oo e eeeceaeam TNG 5-1

Training (Nonflying). . ooeeovcmocnvenas TNG 7-1
Basis of Izsue, Supplies. .. ccevvonnoano. SUP 1-1
Bacteriological Warfare Agents________.___. R&D 24-2
Battle:

AirOrderof oo .. INT 2-3

Casualties. ... . .. MED 3-2
Benefits oo oo s MIL 8-3
Billing Procedures, MBTS_._.___._._._____. TRS 6-1
Binding (Publications).___..._._._._.____..PUB 2

Requirements. ... _.........._.__._PUB 2-1
Biochemistry Research. .. .. ____.____... R&D 14-6
Biological:

Defense, Preventive Medicine. _. ... _. MED 6-1

Warfare

Agents_ ... .. ... R&D 24-2

Schools. oo ool TNG 9-1

Training oo caeas TNG 9-1
Biology Research_ .. _____._._.___._..._..R&D 14
Biomedical Aspects of Special Weapona___.__ R&D 14-7
Biophysies Research. . ...... R&D 14-8
Boards, Civil Service Examiners...occeenno.. CIV 15-2
Boats, Utility_ ... TRS 10
Bomb Accessories, Research. ... __..__.._. R&D 2-5
Bombardment:

Flying:

Behools. il TNG 5-2
Training oo .. TNG 5-2

Operations oo .o OPS 6-4
Bombs, Armament (Research). .. ... ... ... &D 2-4
Bonds:

Contraet oo oo PRO 3-1

B OVINES - o e e e cccceecnrccemna——aa- FIN 11

BUrety o oo ccccecciceaaacas FIN 15
Bonus, Enlistment. .. .. ______________. MIL 8-5
Boeok:

Department Funds. ... ____________ FIN 10-1
Briefing, Intelligence. ____________.__...... INT 1-2
Budget:

Air Force Codeo oo __._.. FIN 4-2

Annual Authorizations. .. ____________ FIN 1-3

Eatimates . oo oo FIN 4-3

Federal . _ . ... FIN 4-4

Office oo e ADM 2

Program Management. ..o ...._.. FIN 4-1

Structures. . o oo ool FIN 42
Budgeting._ . . ... FIN 4

(07 ;i1 T OFF 2
Building Equipment___._._____._____.__.__ INS 1-2
Buildings_ - .ol INS 1-3
Burial:

Civilian. oo CIV 5

Miltary . oo MIL 10-8
Bus Movements. . . ..o . o . .o ... TRS 5-2
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+. Call for Estimates...___________.__________ FIN 4-3
5 Campaigus:
e Chariby . e ceeeeee ADM 3
o Public Interest...._______ .. .______ ADM 3
" Capabihtics, Estimates...._ o .cooeeoo.. INT 24
" Capacity. Hospita) (Beds).._ ... .o__.. MED 4-1
. Captured Materiels__.._._________________. INT 1-3
Cards, Identification_ . .o ocooevn oo caaas MIL 6-3
. Career Devclopment:
% 051 TN S CIv 2
Military .. eeea MIL 3
e Cargo:
+ MATS
’l:' Non-Revenue.. . . cuooomo. TRS 44
! Revenue. e TRS 4-5
S . £ 11 TRS 62
Carrier:

. Agreements. e TRS 2-1
2 Representation___________ . ___._._.___ TRS 2-2
3 Troap (Operations) ... oo oo o.. OPS 6-10
2 Cosual Prisoners. ... _.._o_oooo..___.. POL 2-1
i Cnsualties, Battle. . ______________________ MED 3-2

. i Casualty:
As;ssistnnce ____________________________ MIL 10-4
Nigtifit-ation __________________________ MIL 10-5
Reporting. oo eeeeee MIL 10-5
Cataloging Supplies_ ..o ccccmenan SUP 5-1
Celebrations, Publie_ ... . _._.. REL 1-1
¥ Censorship. « oo oeoae e imamamaa_s 8EC 3-1
. Center, Operations:
Communications. ... ... COM 1
3 Relay. o eeeas COM 1-3
% Central:
Funds:
BaBe v eeem e —————— FIN 10-3
MesS . o oo FIN 10-2
Wellare_ e FIN 10-3
i Ceremonies, Publie. . _.____ .. __._._. REL 1-1
Pt Certification, Civilian Payrolla. ... __.__.._.. FIN 11

r Change of Name ____ o MIL 6-1
#+: Changes:

Contracts. oo oo PRO 4-1

. Engineering. - oo e PRO 9-2
% Chaplainey . MIL 4
% Chaplains:

Funds_ . oo FIN 10-2
Schools. ..o e e TNG 8-2
Traliing e e e e e e mcmmmmememmm TNG 82
: ‘Charges, Statement of . _ .. ____________._ FIN 14
Charity Campaigna. oo o ool OFT 3
Charting:
Photography . memaeaa. PO 1
Projeets. - o m e mmmacmaa—an PHO 1-3
Charta:
APPLOAch. e e MAP 13-1
Cloth. e MAP 13-3
Crash Grid_ - oo MAP 134

52
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Development of

Aeronautical . _________._ MAP 4
Distribution of
Aeronautical .. . oo MAP 5
Equidistant - - oo cecaaecae o MAP 13-5
BEvasion_ .o ececeeees MAP 13-6
Experimental . . .o oo e MAP 41
Hydrographie o oo oo MAP 7 .
Navigation. ..o vooee oo MAP 13-7
Organizational __ . ..._. MGT 74
Planning, Aeronautical . ____._____.____ MAP 13-2
Portrayal e MAP 4-2
Presentation. .o oo oo ADM 4
Radar Tracking. - cccoaa o ccaeaceeaeas MAP 13-8
Radio Facility. o oo ooo ool MAP 1-5
1 0T 1 U MAP 12
Standard Series. - ... MAP 13
Stocking of (Aero Charts)..ocoeeeeenax MAP 3
1 8 T S MAP 13-9
Target . o oo MAP 2-4
Test and Evaluation Aero Charts______ MAP 43
Weather_ e emimama MAP 13-19
World, Aeronautical o oo oo MAP 13-11
Check, Flight (Radio) e o v ccmcacaaaaa.. COM 4-3
Chemical Warlare:
Agents. e R&D 24-3
Schools. .o ool TNG 4-2
TraIning. oo v oo memeo e TNG 4-2
Chemicals, Materiels. .o oo oo oo R&D 12-1
Chemistry ..o oo oo R&D 3
Circulation Temperature. . .o oo ccccomcano- R&D 15-1
Civils
Air Patrol Training- . cvceeoaoaeaaao. TNG 3-3
| TR I REL 1-1
Police. ummeeccececceaees e ——— POL: 1-2
Relief At oo ococaos LEG 3-1
Service Examiners, Board of . _._._______ CIV 152
Civilian:
Burtals_ . e CIV 5
Career Development. .o oo oo oo CIV 2
Components Training. . ... TNG 3
Death. o o ———an CIV 5
Demotion. o oo el CIV 14
Detailing Employees . ______..__.__.__ CIV &
Draft Deferment_ - oo e ercmceeeeaccane MIL 14-2
Loyalty Investigationa__ . ______.____ INV 5-1
Morale o e CIV 7-6
Passports___ o iimieiaas CIV 181
Payrol} Operations_ - __ . _._._._._._. FIN 11
Placement . oo iere e CIV 15
Promotion - oo CIV 14
Recreation .o cooceoeommaas CIV 7-6
Recruitment . - cecccmeocccacacconaas CIV 15
Security Investigations. oo oooooooo.. INV 5-1
Separation. e .o oo o CIV 17
Travel s ccmccee e e o ccmrcceemmamme e CIV 18
Vi80S e e e e e e cccccmcmcmeamae CIV 18-1
Welfare Funds. - oo oo o moncoomceeo oo FIN 10-3
Claims:
Accounting_ o oo eeemeceeas FIN 14
Clvilian Employees. cccceeeemomaaaanod CIV 11-1
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Legal oo e el LEG 2
Readjustment._ . . oo aaaaa .. PRO 13-1
Clandestine:
Oprrations. . .. cccceeo o OPS 4
Sourccs (Information)- - - .- _..._.- INT 14
Classification:
Career, Military. .o ... MIL 3-1
Position, Civilian. ... ... CIV 13
Supplies .o ao- 8UP 5-1
Classifying (Security) oo oo oo ... 8EC 3-2
Clearance, Aireralt. . _.__________ oPs 2-1
Clemency:
Corrections. ___ oo POL 2-7
Yegalo oo amaas LEG 1-2
ClmatolORY « v v o vcee e oo oo e WEA 2-1
Research_ oo R&D 15-3
Clinieal Records_ _ ___ . o o caoo____. MED 4-2
Clinies:
Dental Administration. . .. .. ____. MED 2-1
Dietary o eimmeaaieiaoas MED 7-2
Mediea) i . MED 7-4
Professional - - _ oo MED 7
. Surgical e MED 7-8
Clothing:
Allowanees._ . __ .o e .. MIL 84
Equipment, Research_.____.___.._____ R&D 7-2
Sales Services.. . oo SUP 3-1
Clouds:
Atmospheric Physics___ ... .______ R&D 22-2
Meteorology -« v euramomimcmecaa R&D 15-8
Codes, Radar Return e o cvoeeooeomee ool MAP 2-2
Colateral Training. . cvooo— .. __ TNG 4
Collections:
Accounting, Appropriation. .. ..._______ FIN 1-5
Intelligence. .o vocmmmmc e INT 1
Refuse._ ..o INS 1-10
Color Policy, Photography.. ... ..._.___._. PHO 7-1
Combat;
Electronics. .o oo crcrcmee e OPS 5-3
Applications (Research).._.._._._.__ R&D 5-1
Combined War Plans. - - ________.... ors 10-1
Command:
Juriadietion. - ... .. MGT 2-3
Personnel Records - co oo ao . __o MIL 7-1
Prerozatives. o ceeeaoicaaaaaao___ MGT 2-3
Wellare Funds. . .- ._._ FIN 10-3
Commendations
Civilian. e CIV 12-1
Ml APy o oo e e MIL 9-1
Commercial:
Facilities:
Integrationof _ . ... .. __. e TRS 4-2
Radioscemcma oL COM 4-1
Transportation. oo _.___. TRS 2
Freight e oo oo TRS 2-3
Commissary Operations__ ... _._...________ SUP 3-2
Commitments (Finaneial) - . ... ... ______ FIN 1-6
Communications. ..o ccoeoooo oo CoM
Account®. oo e COM 1-1
Amateur Radio. .- ________._ COM 3-2

AFM 181-4
Center Oprrations. .o oooociooao- COM 1
Collection {Interception of
Intelligence Information) ... ...__. INT 1-5
Cryptosecurity.. - ooouroceacaa...COM 2-1
Plant-in-Place (Facilities). . - _cccenan-.. COM 4-5
Relay Centera_ .o .oeeoameeeaon. COM 1-3
Research. _ i R&D 4
BeouritY o ol COM 2
(87071 +1 7, YN COM 2-1
Physienl. oo e COM 2-2
Transmission. -« - cccecccccccceaeonav- COM 2-3
Bystems.. .. oooooooceoaooeoeo...COM 3
Airhorne. o e ans COM 3-1
Research. - ccevorocreccmeccecaas R&D 4-3
Compensation
Death, for.. . ccoemm e eeccaeeeee .-CIV 3
Injury, foro oo eaa CIV 3
PBY - mecmeccmmrccccrmeeccv—maaan MIL 8-3
Compilation, Photography . _______....... R&D 20-1
Complaints: ’
Investigation of . ... .. INV 2
Police, 60 e o oo ieaean POL 1-3
Prisoners. - - oo - ooooeocoeccaannea-o-FPOL 2-5
Compliance, Technical Orders.__..........MTN 9
Components:
Aifreraft, Researchon_ . __.....__.. R&D 1-3
Civilian Training (Reserve). . ...___ TNG 3-1
Electronies. Research on. oo oo oo R&D 5-2
Guided Missiles Research. .. ... R&D 9-2
Composition, Atmospheric Physica......_... R&D 22-8
Computation. ... iaaaaas R&D 13
Computers, Armament__ - oo iceeananan R&D 2-6
Conduct:
Civiliang. o oo cemamaaan CIV 3-4
Disciplinary Actions__________...oao.. CIV 4-1
Favors and Gratuities____._ . _._-.co... CIV 4-2
Miltary . oo ea e iama——- MIL 5
Conference Rooms - _ & o oo caaociocoaceaaas ADM 8-1
Confinement :
Administration_ - ... oo ee..-..POL 2-2
Operations. .. ..o ocooeeeeaoooooo-.-.-POL 2-3
Congressional Inquiries. o _aoaan REL 3-1
Conservation:
Practices. . . .ceaacccemmcmmmeeos MTN 1
Supplies. oo oo .. BUP 5-2
Constitution of Qrganizations_____________. MGT 8-3
Construction:
Pacilities. . oo mimaccceaee- INS 1
Planning- - oo INS 3-1
Contract:
Administration. c oo ov oo vo e RO 1
LT 7 PR PRO 4-1
Finaneing. .. oo oo caai PRO 2
Placement . - o oo eccaeeaaa PRO 3
Specifications. e oo PRO 3-8
Ty PESaae e cmscasmmccameecma———amn——n PRO 4-2
Contractor: :
Employees:
Loyalty s INV 5-2
Seeurity oo INV §-2
Loyalty i icmaeana- INV 5-3
53
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be
Records______ . ... PRO 1-1
Becurity. oL INV 5-3
Technical Assistance. ... ... ._..._ MTN 2
Contractual Instruments. ... ... .___ PRO 4
Control; ° -
Air Traffic e OPS 2
Adreraft - oo e OPS 5-2
Auditing__________ . __. FIN 2-1
Entryand Exit_ .. ______ ... ._. SEC 2-2
Export.. .l SUP 5-3
BRI el ~PEB-g=-5
Guided Missiles . _.___._ .. . _._.__ R&D 9-8
Industrial Property- - ... ... PRO 6-3
Insects oo e - INS 1-7
Message. . .. ae-_. COM 1-2
Projection Printa. _____________....___. PHO 2-1
Quality (Contracts). .. __ o _...__ PRO 12
Rodent. . emal. INS 1-7
BPACE. ooy e e m e ADM 8
Stations (Radio and Wire)__________... COM 4-2
217 SRR SUP 4-1
Levels oo e oL SUP 4-1
Tower Operations. . ... .__.______.__ 0oPs 2-3
Traffie. . . POL 1-14
Travel:
Priorities..____ .. .. ...l TRS 9
LT 1 SR SEC 2-1
Utilization (Photography). . _____...__ PHO 7
Vehicle, Air, Researchon......____..__ R&D 17-5
Vermin. oo oo cmaaae e INS 1-7
Visitors (Security)- - e e BEC 2-2
4 Controlled Materials. ... .. L . . PRO 7-3
% Coordinated Procurement._. . _._______..___ PRO 3-2
+ Coordination, Publications. . .o ceeoe o ne__ PUB 4
e} Copyrights___ . LEG 51
¢ | Corrections._______ ... POL 2
¥ Correzpondence Practices_ - ____ ... ___ MGT 1-1
3 Cosmic, Influence. ... _______..._.__ R&D 22-3
} Cost:
i Accounting. ... __.___. FIN &
Reimburzement Contracts. ... ...__ PRO 1-2
Counseling (Chaplains) . _____ . _. ... .__ MIL 4-4
Counter Intelligenee. ... .. __._____.__ SEC 1
Courier:
Equipment... .o ooooieaacaaanos MGT 9-7
eIV oo e eeeme—————— MGT 9
Systemn. - - .. MGT 9-1
4 Transfer Stations (CTS). . ___.____.... MGT 9-1
Courts-Martial;
General ___ .. LEG 1-3
Orders. . e PUB 1-2
Bpecial __ . ___ .. 1EG 1-4
] Summary._ ..ol LEG 1-5
. Crash Rescue, Air (facilities)._______________ INS 1-5
@ Criminal Investigations. ... ___________...__ INV 3
g' Cryptography Accounts....._._.______..__ COM 2-1
B Cryptosecurity . ________._.____ ---..COM 2-1
W Cultural Activities (Chaplains).___._.._.___ MIL 4-1
& Currency FIN 3
2. Custodial Serviees. . ... ... ___ INS 1-4
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Customs Entry . ..o ... TRS 3

Material oo PRO 7-3

D

Damages, Transportation_________.._____._ TRS 2-4
Data, Performance (Materiel) . __.___._._._ MTN 6
Data Sheets:

Geodetie_ . ..o oo.. MAP 2-1

Reliability (Air Target) . ... ... MAP 2-3
Death:

Civilian ... CIV 5

Compensation for. . ____._ . . __._._._. CIV 3

Separation by ... ... MIL 171
Decorations_ ... __... MIL 9-2
Deductions, Retirement..___.___..____._._. FIN 11
Defense:

Biologica! (Medicine)________________. MED 6-1

War Plans. oo .l OPS 10-2
Delayed Pay .o ._. MIL 8-8
Delegation of Authority_______.___._._____ MGT 2-4

Procurement. . ... PRO 8-2
Delivery Schedules. .. .. ... .o.o.o.... PRO 9-1
Demography, Sociology - . ____._._..__. R&D 23-1
Demolitions_ ... .... R&D 2-7
Demotions: '

Civillan_ v ool CIV 14

Military . oo oo oo MIL 15
Dental: .

Clinic Administration_______._ .. ._..... MED 2-1

Equipment (Research) ... ___...___... R&ED 7-4

Health Records_ ... MED 2-2

Schools. .ol TNG 8-3

Special Materials____________________ MED 2-6

el e o cee e ee e eeeceaa TNG 83

Treatment. . .- ...__- eamama—an MED 2-7

KRBy e ee e e e me e MED 2-3
Dentistry . oo o MED 2

Preventive_ o oo oo _._ MED 2-4

Research. . ... R&D 14-9
Pepot:

Cost Accounting_ . __ .. . ___________. FIN 5-2

Facilities. oo e SUP 5-8
Dermatology, Research_ ... __.___._._ R&D 14-10
Desertion . oo aaoaa MIL 1-2
Design: )

Adreraft_ oo deeraaan R&ED 1-4

Criteria (Construction)____.____________ INS 3-2

Guided Missilea. ... R&D 9-3
Designation:

Authority. . ... MGT 2-4

Organization_ ... o acicaaan MGT 84
Desk Journal - . oo oeeeoa- POL 1-10
Destroyed:

Aircraft;

CargO . o e TRS 4-3
Lost Persomnel in_ . ___..___________ TRS 43

Destruction:

Emergency, {(of) Records______________ MGT 1-2
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Incineration - .o ... ... BEC 3-3
Loss or Unauthorized, of Records. _ _ ... MGT 1-2
Maceration. oo oo ... SEC 3-3
Detachment, Port_____ .. .o..- TRS 6-5
Detailing Employees_ .. _ .. ________.._..__ CIV 8
Development:
Career:
Civiian_ ... ... Clv 2
Military o eeo- MIL 3
Devices, Photography Researchon_________ R&D 20-2
Dietary (Services & Clinics)__.___...______ MED 7-2
Diffusion {(Meteorology).. .. ___.__._____.__ R&D 15-10
Directives: (See also Publications)
Procurement. ... __ ... ____.__ PRO 8-3
171 ) 1) 1 1 O RO SUP 57
Disbandment of Organizations_ . ._.__.._. MGT &5
Discharge. .. MIL 17-2
Disciplinary Action. ... _..._.... CIV 4-1
Discipline:
Military. ... MIL &
State of oo . POL 1-13
Disclosure, Security Information. ... ._.__.. SEC 34
Discontinuance of Organizations. . ......._. MGT 86
Diseages. oo MED 3-3
Disinterments. ... e SUP 3-5
Dispateh:
Alreraft_ . ool OPs 2-1
Mail . ADM 5
Dispensary Administration. ... ____...._ MED 4
Dispensing, Liquid and Fuel System._______. INS 1-8
Disposal:
Property (Readjustment)__. . ______.. PRO 13-2
Real Estate . __._.... INS 4-2
Records (of ). oo oo . MGT 1-2
Refuse (Facilities)______________.___.__ INS 1-10
Disposition:
Offenders Reports___ .. ____..... POL 1-4
Personal Property. .. oo SUP 2
Schedulea. o oo .. MGT 1-2
Supplies e SUP 2

Diseemination of Intelligenee Information_. .. INT 1
Distribution:

Charts and Maps_. ... .. .____.._. MAP 5
Fuels. e cmaearceemearccamamaaca R&D 8-7
Lubricants. oo ool R&D 8-7
Mail. . ADM 5
Messages - oo COM 1-2
Postal . e MGT 0-2
Projection Prints_ _ _ .. _. . _._.__.. PHO 2-1
Publieations. ... ...l _ .. ... PUB 3-1
Supplies_ . SUP 1
Tables of Manpower . ___ . _ ... _.__.. MGT 7-1
Ditto Reproduetion. .. ... ... _.__.. PUB 2
Doeumentation. ... _____________. MGT 1
Historieal . ___._____ e mm—————— MGT 4
Photography_ .. ... . ... PHO 6-3
Documenta:
Intelligence. ... _._..__.. INT 1-6
Shipping_ .- SUP 4-1
Domestic, Air Base (Use of) . _______________ OPS 1-1

o

AFM 1814
Draft Deferment. . ____ .. ____ MIL 14-2
Drivers, Qualification and Training_____._._. TRS 5-3
Dry Cleaning Service .. ... SUP 34
Duty:
Flying Status_________.______..___._. MIL 2-4
Inactive:
Separation. . .o MIL 17-3
Training Pay. - cveecrcmceceoaeaeaaao MIL 8-7
Release from . - o oo cemrooa MIL 2-7
LAE 1 0 5 o P MIL 2-8
Tours, Civilian__. ... _________.._. CIV 9-1
E
Ecclesiastical Indorsing Agencies (Chaplaing) MIL 4-2
Editorial Policy, Publications. ... ...._._ PUB 3-2
Education:
Dependents. «oenommeeecr oo MIL 10-¢
O DUty e e e MIL 10-6
Religious. oo oo iaeaaa- MIL 4-7
Research. oo omoom o ciaaaiias R&D 19-10
Effectivenesa:
Air Crew (Health) . _ ... _____._____ MED 3-1
Evaluation (Performance)._____..___.. MIL 9-3
Electrical: (Research)
Ajreraft Accessories. .- - ____.__ R&D 1-5
Guided Missiles Equipment.____._._... R&D 9-4
Parts . o m oo ececeiaas R&D 54
Electricity: (Research)
Atmospherics Physics__ ... . _.oo.. R&D 224
Physies e R&D 21-2
Electromagnetics:
Electronics. oocc oo ocecmooccccmmee oo R&D b-3
Electronics:
Collection and Dissemination_ ___.______ INT 1-5
Combat (System) - .. ____________. OPS 5-3
Counter Measures_ ___________....... R&D 5-1
Instrumentation______________._..___.. R&D 11-3
Parts. e —ane— R&D 5-4
Research . o coceeocccrceeeeeee R&D 5
Systems Operationa .- ... _.____ OP8 5
Emergency Destruction of Records......... MGT 1-2
Employees: (Civilian)
ClaimS e e CIV 11-1
Detailing oo eemeeaaas CIV 6
Fair Employment Practices____......_.. Civ 7-2
Food Berviee, for_ - o oveooee L CIV 74
GrievADCeS. oo oo reramcmaeemm e CIV 7-3
GO DS oo e oo e m e CIV 7-1
Housing. . oe oo CIV 74
Indehtedness oo oo ccoeoo oo CIV 11-2
TDSUrANCE. oo eemvmmcceemeeeeeemes CIV 7-5
Relations_ . .o CIV 7
Transportation. . o oo ooo e CIV 7-4
Employment: :
Fair Practices_ oo eeo_aa CIV 7-2
OVErsens. - - oo eecmaaemeanas CIV 15-3
Records o o mem o mam e mecemaeeeeeaae CIV 8
Enemy, Presoners of War._______________._. MIL 13-3
. 55
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Engine (Research}.. e R&D 6
ACCessOrien. e R&D 6-1
Instruments. .. ... R&D 6-2
Engineering:
Changes (Production)_________________ PRO 9-2
Human, Research in_ ... ___________ R&D 19-3
- Installation Planning._ ... ___________ INS 3
Materiel Maintenanee. ... o - caca..- MTN
Enlistment. o. oo e eieeeaamamm—ana- MIL 14-1
Bonus. oo e imemanaa MIL 8-5
Entertainment Serviees ... .. .o .. MIL 106-7
Entomology .« cmoeoe e ciceaaanaa R&D 14-11
Entry:
Control..... o SEC 2-2
Customs . . . o ee o m e ae e TRS 3
Environmental S8anitation. . ___.______._ ... MED 6-2
Epidemiology . . ce oo R&D 14-12

Equipment (Supply Class Numbers may be used as sub-
divisions) (Items of equipment listed under R&D
- may also be used as subdivisions to other major sub-
jective categories).

Bullding. o cca oo et INB 1-2

Geographical - ... WEA 1-1

Histories .o ceceecacmcee e MTN 3

Monetary Accounting for. . ____.___ FIN 9-1

Office . oo e e ADM 6

Tables of oo MGT 7-2
Eacort Service_ . oo ieeeemame SUP 3-5
Eatimates:

Budget . oo FIN 4-3

Callfor. o e aeeee FIN 4-3

Intelligence. - . ____ INT 2

Evacuation: -

Aeromedies). oo eeeas MED 1
Forward. . eeeaos MED 1-1
Intertheater. . .o MED 1-2
Intratheater. . .oocaoee oo o MED 1-3

Operations. - mne oo oo oiamecaa OPS 6-5

Evaluation:

Armament . ... R&D 2-3

Effectiveness. . oo oo MIL 9-3

Personnel Utilization (Research on).._._.R&D 19-2

Events:
Records of - oo e emaan POL 1-10
Special e oo REL 3-2
Examination:
Food (Serviee) . oee . MED 82
Physieal. o oo eaea MED 5
Civilian e e e mee e e CIV 154
Miltary - v e MIL 14-1
Examiners, Civil Service Board. ... __..____. CIV 153-2
Exceptions, Information Disclosures.._...... INT 3-1
Excess Personal Property . ..o o e .- SUP 2-1
Exchange:
Photographs, of . ___ ____ . ___________ PHO 7-2
o SUP 3-6
Service Funds_ ... FIN 10-1
Execution, Contract Awards. .. _____._..... PRO 3-3
Exemption, Tax:

Civilian_ el FIN 11
56
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Military . oo MIL §-1
Procurement. - v ocome o eiecvemaman RO 1-5
Exit Control, Security. oo SEC 2-2
Expediting Prodietion. oo oo PRO 9-3
Expenditures_ __ .o FIN 1-7
Expense Accounting. o oo FIN 6
Procedures. . - oo eemiaeaes FIN 6-1
Reeords_ . oo ool FIN 6-2
Reporting . oo oo oo meemaens FIN 6-3
Experimental Physies_ . ..o.... R&D 21-3
Export Control of Supplies. oo oo ocoo .o SUP 53
F
Facilities:
Air Estimates .. .. __... INT 2-1
Commercial {IRadio and Wire) ____.__._. COM 4-1
Control Stations_ . - __________________ COM 4-2
Fixed Radio. o ______ COM 4
Flight Cheek - ... COM 4-3
Industrial Resources. . .o _.______._ PRO 7-1
Installations. ... INS 1
8chool:
Administrative. __________________._ TNG 1
Flying. - o v TNG 5
Professional. . __ ... _._.. TNG 8§
Speecial - oo TNG 94
Technical ... oLl TNG 9
Bupply o SUP 5-8
Wire . e eer——mn COM 4
Facaimile, Communications, Reseavch_______ R&D 44
Fair Employment Practices. . ._..__.._ CIV 7-2
Family Housing._ .- e INS 2
Favors. oo es CIV 4-2
Federal:
Budget e FIN 44
Supply Serviee. oo oo PRO 3-5
Fervying of Aireraft. ... TRS 41
FHA Housing - o voeo e eea INS 21
Field:
Maintenance Cost Accounting._ . _______. FIN 5-3
Medicine, Research. . ___..._. R&D 14-14
Personnel Records. . oo oo MIL 7-2
Fighter;
Flying:
Behoo)S e maccmaaanaa—a TNG 53
Bl ST 1Y SR TNG 5-3
OperationS . ceece cccmacecinamar—rma- OPS 6-6
Financial:
Annund Plan_. L. FIN 4-1
e L FIN
Financing, Contract . o __.___ PRO 2
Fire:
Contrel Bystems, Research________._.__ R&D 2-8
Protection. oo ... INS 1-5
First Aid:
School. | el TNG 4-3
TraiDINg. - o - ceeecrm e ce e TNG 4-3
Fixed Radio Facilities. oo oo mooaoao COM 4
Flags, Qrganizational oo ceee o memaae. MGT 8-4
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Flight:
Aircraft Instruments Research on_-_.. R&D 1-6
Cheeks. o oo e COM 4-3
Operations. ..o ooomciccccccrema- ors 6
LEquipment, Research. oo oo oo R&D 1-7
Techniques, Research. ... .. R&D 1-7
Orders. e PUB 1-3
Regulations . oo ors 24
Rules_ o ceeees Ors 2-4
Bafety————rrer T 0P8~ 2-5—
Flying
DAY . e mean MIL 8-6
Sechools.. e laiaad TNG &
Btabus o e camaaas MIL 2-4
[ 1A Y- SR TNG 5
Folders:
Air Ohjective. ______ .o MAP 2
Official Personnel _____________.__....... CIV 8-1
Food:
Examination_____ o aea MED 8-2
Berviets .. .o ee e me———————— SUP 3-3
Civilian. _ . oo CIV 74
Forecasting.. .o .o eieuas WEA 2-2
Foreign:
Air Base (Use 0f) oo moceeccomveeaaee OoPS 1-2
Claims . e LEG 2-1
Clearance Guides... .. - ..coao- MAP 1-2
Nationals:
Identification. e ceae e i MIL 6-2
Visita. . e e —m——————— INT 1-8
Procurement . ... oo PRO §
Trainees_ ... ... o ceecececcecmcman TNG 6
Formal Advertising (Contracts)....__....-.. PRO 34
Format, Publications__ ... __.___..___ PUB 3-2
Formsf MANAGEMENT e _ _ = — - =MGT I}/
B o 3 22 - U BFB-8=3—
Standasdizatien=________________._____. PER-=5
Forward lvacuation._______________.._... MED 1-1
Freight, Commereial____ . . . .. ._. TRS 2-3
Frequency Authorizations_ __._______._._... COM 44
Fuels. oo ceeeeemaa R&D 8
High Energy ..o eoaiaanas R&D 8-1
Hydroearbon. .. __ ... ___.____._._.__. R&D 84
Roeket .. R&D 8-6
Fuses, Armament. oo R&D 2-9
Functions, Administrative. ... ... --a_- MGT 2
Funds: .
Allotment. . e FIN 1-2
Base Trust. - oo e eemmmeemee FIN 10-3
Book Department__ . ... FIN 101
Central:
Base. . e FIN 10-3
MeBS . o e ceemmmem i a——— FIN 10-2
Welfare . oo ecciccmcmmaaeaee—— FIN 10-3
Chaplains. oo e ceees FIN 10-2
Civilian Welfare_.. oo eeeamees FIN 10-3
Command Welfare_ . ___________...__. FIN 10-3
Exehange Serviee. ... oo _oao- FIN 10-1
Industrial . .. .. FIN 12-1
Management. ... .. ____.oo.... FIN 12-2
Motion Picture Services. ...~ . -ooo... FIN 10-1

AFM 1814
Nonappropriated. .. - oo FIN 10
Open messes._ .. ceceoeoaas FIN 10-2
Post Restauranta__ . oeeunn FIN 10-1
Religious_ . e eeeeeeeen FIN 10-2
Revenue Producing ..o covromnenn. FIN 10-1
Revolving. v oo ce oo FIN 12
Stock. e FIN 12-3
Sundry Association________._ ... ___ FIN 10-2
031 FIN 10-3
Vocational Training._ . . _._____ FIN 10-1
Wellare. o oo ccaaanna- FIN 10-3
Work Capitale e miiaemas FIN 12-4
Funerals, Military_ ... .- MIL 10-8
1]
Gate Guarding._._ - i POL 1-5
General:
Courte-Martial . . LEG 1-3
Inspection. e m e e mmemcmaaaa INV 4
Ledger Accounting. - - oo cccecmemee - FIN 7
Procedures. o oo ccceaeas FIN 7-1
Records. oo ce———— FIN 7-2
Reporting_ . o ce__ FIN 7-3
Medical and Health Status. . ... ._.. MED 3
Orders. . oo caecccccccc——aaa PUB 1-4
Purpose Motor Vehicles. o oo omeaaaaas TRS 54
Geodesy. e e cme e ————— R&D 25-1
Geodetic Data Sheets_ . __._._... Map 2-1
GeOlOgY o e e oo mm e e e ————— R&D 25-2
Geographical:
Equipment.. oo emcemanas WEA 1~}
Requirements.. .o ccococecccccccccaaan WEA 1
Techniques. o c e eeeeeceecccacmeeans WEA 1-}
CGeomagnetisms. .« oo ccv e cramemomee R&D 25-3

Geophysical Aspects of Atomic Weapons_.__R&D 254
Government:

Furnished Materials__________. ___._.__ PRO 6-2
Property ... amiieenaaas PRO ¢
Graphie Presentation. .. oo cccoamoacccaaao ADM 4
Gratuities:
Civilian . ool CIV 4-2
MiBarY - e ceeccee—naann MIL 8-3
Grave Registration. ..o SUP 3-5
Greases. . o cececvce—————— R&D 81
Grievances._ . ecuieceaa CIvV 7-3
Ground:
Air, Rescue. oo oo e eceeccmemma s Ors 6-2
Communication System. . oo oo oo R&D 4-5
Reference, Navigation.. ... R&D 17-1
Safety—m comrmeracnn-ems--MGF-3
Education_ ... aamoee GT 3-}
Enginecring. - avceeeecaceoefona.o MGT 3-2
Motor Vehicle Transportation_ .. ____ MGT 3-3
Reporta. oo cae e ot eeeaeeemannn MGT 34
Research, _ e oo eeeeecearcennnn MGT 34
ini _ I MGT-3
Support Operations.__ . o ooeeeos ors 6-7
Grounds_ .. e acaas ----INS 1-6
Groups, Employees. . oo orvceareceracere- CIV 721
57
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GBAP o PHO 2-2
Guaranteed Loans, Contracta.________.____. PRO 2-2
Guarding:

Gate (Patrol)______ . ____.___._ POL 1-5

(1Y) 11 PN REC 2-2
Guidance, Vehicle. .. oo .._.. R&D 17-5
Guided Missiles Research . _.... R&D 9

Instrumentation o .ceceoo oo oo R&D 11-4
Guides, Foreign Clearance..._-_._._._._._. MAP 1-2
Gun Sight Aiming Point Photography._..... PHO 2-2
Guns, Armament. .. .cee e camamiacaaanaa R&D 2-2

H

Handbook, Pilote ... MAP 14
Handling:

Adreralt . o e aae R&D 1-11

Equipment, Munitions. .. ... .______ R&D 2-11

Military Information_ ________________. SEC 3-5
Hardware, Machine. ... _.___________._..__ R&D 7-3
Headstones. o ..o v oo _. S8UP 3-5
Health:

Dental Records. ... ... _________ MED 2-2

Status. el MED 3
High Energy Fuel ... .. .. _______ R&D 8-2
Historieal:

Documentation . _. ... _______ MGT 4

Properties... ..o oo ._ MGT 4-1
Histories:

Fquipment. . . i aea- MTN 3

Unit o e MGT 4-3
Homnors for Dead ... . _.__ SUP 3-5
Hospital:

Administration. ..o _. MED 4

Capaeity o oo oo MED 4-1

Status. i imeaaaao MED 4-1
Hospitalization, Civilan. .. ... _.___.___. CIivV 7-5
Hostilities, Indications of (oo oo o oo INT 2-5
Hours of Work. .. i CIV 9
Housing:

Civillan. o oo c el CIV 7-4

FHA e e INS 211

Family__ .. INS 2

Title VIII. ... e mmemmmmmmmmea INS 2-2
Human Engineering. . . .. __________._ R&D 10-3
Humanitarian Services (Chaplaing)____.____. MIL 4-3
Hydraulie Fluidds ... _.________ R&D 8-3
Hydrocarbon Fuels. ... . ... ____._ R&D 84
Hydrographic Charts_ . ... ___.______ MAP 7
Hydrometers, Meteorology . . . ... ....... R&D 15-8

|

Identification:

Cardse et s MIL 6-3

Military Personnel ... ________._._..... MIL 6

Photography- -« L- PHO 1-2
58
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Beeuriby. oo SEC 2-2
T AEB - - e e e e ———— MIL 66
THegal Use of Transport__._________________ TRS 7
IMustrations, Graphie.____________________ ADM 4
Immunizgation___________________________ MED 63
Tmmunology .« o - - e e oo R&D 14-13
Impedimenta, Military_ . . ________ TRS 2-5
Improvement, Management._ . ...__._._._..__ MGT 6
Inactivation of Organizations. .. ___.__.._ MGT 8-7
Inactive Duty:
Separation. « oo ocooo oo a oo MIL 17-3
Training Pay_ . ____________ MIL 8-7
Incentive Program. .« oooecvcmcorceoaoae CIV 12
Indebtedness. ..o oo CIV 11-2
Indications of Hoatilitiea___________________ INT 2-5
Induction and Reecall .. ____________________ MIL 14-2
Industrial:
Aundits . FIN 2-3
Funds. oo a2 FIN 12-1
Processea, Researchin_________________ R&D 10
Property Control. ___._ .. . . _._._._. PRO 6-3
ReBourees. - - e PRO 7
Information:
Diselosure Poliey ... _._ INT 3
Internal . .ol REL 1-2
Public. oo REL 1-3
Releases to Public__ . ___._ . .. _.__ REL 1-3
Safeguarding Military_ . ... ... ._._ BEC 3
Services. . o ..o ] tEL 1
Toflight Refueling Operations__________._.__ 0P8 69
Initiation of Purchase and Procurement
Authority. ... PRO §
Injuries. oo MED 3-4
Inguiries, Congressional __________._._._._. REL 3-1
Inorganic Chemistry. . _._ . _ . . ... .. R&D 3-2
Insect Control. .o oo INS 1-7
Insignias, Organizational .. ... ... .. MGT 8-4
Inspection:
Acceptance_.__ .. __._ . . ... PRO 12-1
Administrative_ .. ___ .. _...._. INV 1
General . - oo INV 4
Special. o mcceraaas INV 6
T INV 1
Installations:
Construetion. ..o ... . ___ INS 1
Facilities. - oo oo eeaas INS 1
Maintenance. ..o INS 1
Management...._._._.__. mc—————am INS
Operation.. o - oo oo INS 1
Instrument:
Approach Charts._._. e I AIAP 13-1
Flying:
Sehoole oo oo TNG 5-4
Training. o oo oo ool TNG 5-4
Instrumentation... ..o oo.... R&D 11
Instrumenta:
Contractua)_ .. .. ... PRO 4
Engine..... e mmm e emeecemmmmmcmeen R&D 6-2
Guided Missiles. - _______.___________._. R&D 9-5
Navigation .o voumeorireceacaaa R&D 17-2
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Insurance:

Civilian. .. CIV 7-b

Travel. .ol TRS 9
Integration of Commercial Air Facilitiea_ . ___ TRS 4-2
Intelligence. ..o ceeeeeccccacceccccceeaeaaaONT

ADDEXEB_ .o r e cecemcmeecam———— INT 1-9

Counter... . ooo-. SEC 1

Photoo e oo e INT 1-12

PlaD8. . e INT 1-9

Operations Techniques. . ____._._____. R&D 16-1

Reconnaissance. o . o oo ..o o ___ INT 1-14

Behoole o v oo e TNG 9-1

T arget e e e e cme e cecce e cmm e mem INT 4

Requirements. ..o ceaoo . INT 4-3

Trainig e TNG 9-1
Intentions, Intelligence Estimates

of Forelgn. oo INT 2-6
Inter Agency, Crosa Servicing

Photo Agreements._ - oo eonoaooo PHO 1-1
Inter-theater Evacuation_ _________.__.___ MED 1-2
Interdepartmental:

ACCOUDtiNE . oo e cacmeecmmamaa FIN 1-8

Procurement. oo oo cociimmeeaaaas PRO 3-5
International:

Accounting_ ..o FIN 8

N 1 3 T U UV U S REL 2
Tnteroment. .o e SUP 3-5
Interna) Audits. o oome oo FIN 24
Internal Information . .o oo REL 1-2
Interpretations, Legal . ... LEG 4
Interrogation, Intelligence_____.._.__._.____ INT 1-10
Interviews, Press. .o oo REL 1-3-
Intra-theater E\fn.cuntion __________________ MED 1-3
Intradepartmental Financial Transactions.__.FIN 1-8
Inventary, Supplies. ... __ SUP 41
Investigations. o oo e eeas INV

Complaints e e - e e INV 2

Crimingl. .o rraeee INV 3
Tonization, Atmespheric Physies . .________ R&D 22-4

Items, Materiel (Supply Class Numbers may be used as
Subdivisions under MTN and SUP})

J
Jet Navigation Charta__ ____ . ____.__._____ MAP 13-7
Joint;
Operations___ .. ... OPS 7
War Plana_ .. -0 aoeo_- OPS 10-3
Juriadiction:
Command________ . ._.....:MGT 2-3
Police. . . o POL 1-1
Justice, Military__ . oo LEG 1
Justification, Budget Estimates__._...______ FIN 4-3
L
Labor, Industrial. .« . o ... PRO 7-2
Laboratory:
Tnstrumentation .. oo\ ooeaeaeas R&D 11-6

AFM 181-4
Bervice. « oo e eaaeoe MED 7-3
Launchers_ oo i iaccccea- R&D 2-12
Launching Equipment, Guided Missiles. .. .. R&D 96
Laundry Services. oo oocaceocccecccera- SUP 34
Law, Appropriation. - o oo ooooooccoea s FIN 4-]
Leadership, Research in_ . oo ocoomeeoovnoot R&D 23-3
Leave
Civilian. .. CIV 10
Military o eeaaccana- MIL 1-3
Ledger
Allocation Accounts. - - ..o ... FIN 1-2
Allotment Aceount®. o oo cccamaaaaas FIN 1-2
OBt e e o e iecsimemm—n——————— FIN &
Genera) .o ciaiacaea FIN 7-2
Legal:
Administration. .. ... LEG
Agsistance _ . o eaaaaa- LEG 3
Claims_____.___ i eea.- LEG 2
Interpretations. _. .o .iao_aan.. LEG 4
Opinions_ e e eeeeees LEG 4
Behools. o c o ccamead TNG 84
N L) T I TNG 84
Legislation, Proposed. e oo corv e REL 3-2
Legislative:
Programs_ . e eicimimaon REL 3-3
Relations o oo cicaecamcccccaccaaaa REL 3
Liaison:
Armed Forces Special
Wenpons Project. oo ovoooooooaooooo 0P8 3-1
Atomic Energy Commigsion ... o cena_ OP8 3-1
Civil Police. o oo im POL 1-2
Committee, Military - @ ceeemeas 0P8 3-1
Public. oo e REIL 3-2
Libraries:
Thotographic Print, Aerial__ .- ... ... PHO 1-4
Still Photography Print_ ... _________ PHO 5-1
Technical . o oo oo MIL 10-9
Library:
Operating Systems . _ ..o aaaoo MIL 10-9
Property e maeneaa MIL 10-9
Services e cciccrmamaanaa MIL 16-9
Linguistics (Research). _____.______.______. R&D 4-6
Liquid Fuel Storage. ..o _____ INS 1-8
Loans:
Guaranteed Contract. ... ooooooooo oo PRO 2-2
Photographs, of s e com oo PHO 7-2
Logistics, War Plans. oo e ceccoccceemmcaae. OPS 104
Long Range Navigation Charte. o . coaeennean MAP 13-7
Loss:
Damage, and (Freight) . . _._____ TRS 24
Military Information_________._____.__ SEC 3-8
Lost:
Aireraft:
L08R TRS 4-3
Personnel in. oo ees TRS 4-3
Loyalty:
Civiliapa. C oo accmaos INV 5-1
Contractors . o v ceerrnammme———- IRV 5-3
Employees. . . -ooaooo INV 5-2
Investigations ce e oo aeaae L. _.INV 5
Military Personnel . ... .. _____. INV 54
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Special File8. o oo oo oo e INV 5-5

Lubricants, (Research) .. ocoooooeanan. --.-R&D 8
M
Machine:
Elements (Research)__ .. ... ______ R&D 7-3
Records ... MGT 10-1
Magazine Releases________________________ REL 1-3
Magnetism _ _____________________________ R&D 21-2
Mail
Local oo ADM 5
Penalty. oo a2 MGT 9-4
VY MGT 9-6
Maintenance:
Aireraft (Researeh) .. ______ R&D 1-8
Current Records_ oo oo omoeomoooaooo MGT 1-3
Engineering, Materiel ... ... MTN
Facilities . . oo oo o- INS 1
Preventive (Materdels). ... ... MTN 7
Management:
Administrative .o ov oo MGT
Budget Program. . oo FIN 4-1
Funde. v v oo FIN 12-2
Improvement_ . __.__ MGT 6
Installations. o oo oocmmoooo o INS
Manpower. c oo eeeccacccmeccramameann MGT 7
Patient {Hospital and Dispensary). ... MED 4-3
Trabning . e e ce e e e cemccm e mmmee e TNG 1-2
Maneuvers, Atomic Warfare_ . __._____... ... OPS 3-2
Manpower:
Management. . ..o MGT 7
Research concerning. - cvocvovmvooooooo R&D 19
Tables of Diatribution_ - . ___________ MGT 7-1
Utilization . o - oo cce e e MGT 7-3
Manuals. . o PUB 3-2
Jet Flight Information. _ . oo o MAP 1-3
Mapping:
Aerial Photography . oo PHO 1
Projects. oo oo PHO 1-3
)1 o NI MAP 8
MARS. . oo mcicmmmanan COoM 3-2
Markers, Grave. . aicicacmaeas SUP 3-b
Marking:
Security. e SEC 3-2
Suppliesacc oo SUP 5-4
Master:
Personnel Records. e oo o voamommomeaan.- MIL 7-3
Planning (Installations). .. .ooooo.oooo. INS 3-3
Materials:
Dental (Special}_ - . __.____ MED 2-6
Industrial Resources._ . .. _cowocuna- PRO 7-3
Research. o oonn oo meeee oo R&D 12
SoUrce. - oo am MAP 11
Targeten cceeomo et mmmaa INT 44
Materiel:
Captured. i INT 1-3
Ttems. oo e ccccce e e cemanaean MTN 4 &
8UP 6
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Mathematies . ... R&D 13
Measurement, Work_ . o oo omo L. MGT 64
Mechanical: (Research)
Aireraft Accessories...ocacae e . R&D 1-9
Equipment (Guided Missiles).. . _._._.__ R&D 9-7
Mechanics. - eooo. R&D 21-5
Medicine:
Aviation oo caccaooas MED 7-1
Preventive. . oo oo ececaas MED 6
Research_ _ oL R&D 14-24
Research. o o aee R&D 14
Medical:
Equipment (Research). . ____ ... ._.._. R&D 74
Behools. .l TNG 85
Services and Clinies__________________ MED 74
Status (Health) ___________.__________ MED 3
Training. .o oo mccacea TNG 85
Memorandum Receipts for Supplies__.__.___ SUP 4-1
Message:
Control. . e COM 1-2
Distribution - .- . Lo COM 1-2
Transmission -« oo ooe ool COM 1-2
Mesgenger Service. oo aooueoimimiaaana. ADM 5
Metallica, (Research}. .o ococciacaae. R&D 12-2
Metallurgy, (Research. .. o oo aas R&D 12-2
Meteorology:
Analysis_ .l WEA 2
Research._ _ .o oo R&D 15
Meteors, (Research) . _ . o cocuccmmncra R&D 22-5
Methods, (Office) and Procedures. ..o neue. MGT 6-1
Microfilming. cec e e e e MGT 1-4
Micrometeorology Research. ... . ..._._._. R&D 15-4
Military:
Air Transport Berviee_ .. _..._... TRS 4
Impedimenta. .o TRS 2-6
Justiee . o oo eeae e LEG 1
Liaison Committee. - oo = ors 3-1
Motor Vehieles - .. TRS &
Personnel . - . MIL
Lovalty Investigations__ . _________.__ INV 54
Records. oo eemecee MIL 7
Secuitry Investigations... . ._____._ INV 5-4
Paychology Researeh . ____________ R&D 16
Sea Transport Service_ . _____.____.____ TRS 6
Mines, Armament Research____ . _________ R&D 2-10
Misconduet:
Civilian_ . e eaon CIV 4
Military . - o e _aie. MIL 5-1
Missions:
Organizational - . oo ov e ae MGT 2
Preaching. o eiaemee MIL 4-5
Special (Operations) ___________________ OPS 6-11
Models, Terrain_ oo MAP 124
Modification of Equipment.. . . ... .__. MTN 5
Molecular Structure Research______________ R&D 21-6
Monetary Accounting:
Inventory . i mimmeimimian FIN 9-2
Property - v e e FIN 9
Money Orders. oo oo eeececceaaa MGT 9-3
Monographs, Historical . .. . _._...___ MGT 4-2
Monthly Reports, MSTS. ... .o TRS 6-3
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Morale: Notification of Casualties_ .. .. ._.....MIL 10-5
Civilian____ e CIV 7-6 Nuclear Structure Research. .. ____..... R&D 21-6
Military . e miaaas MIL 10 Nucleation, Atmospheric Researchooo ... .... R&D 22-2
Research. e R&D 23-3 Numbers, Serial {Identification). .. __.____.. MIL 65

Morning Reporta. o .o cocoeoocaaoaos MIL 11-1 NUPBIDE v oo e e e e e MED 7-5

Mortuary Services. . .. oeeocwaaimaaia.. SUP 3-5

Mosaica:

Air Targeto oo oo emiciceieaaes MAP 2-5 (@)
Special o o oo MAP 12-3

Motion Picture:

FUBS -« e oo FIN 10-3  ObRgations. - oo coceen oo eeamaaees
Photogr ?,phy- mommmmmmmeemmmmoenees PHO 2 Observations, Weather____ ... _oo.....
Production Projectoo o ooooo..._._ PHO 2-3 Oceanographic Researeh. oo oooooooooon. ]

Motor Vehicles Maintenance Cost Offender RePOTton o oo oo oo eeee oo
Accounting. oo oo ceaiana FIN 54 Offenses:

Movements: Arrests and Complaints. o oo oo ooooaoo ..

BUB. TRS 5-2 War Plans_ .. oo
Materiel (Seeurity)}. oo cocoooooo o SEC 211 Office: '
Orders oo o ececracmmacaan PUB 1-5 Bquipment - - ool A
Special Authorization ... - ..o._._.. TRS 56 Methods - — - o e oo
Troop (Security) o cmicmaeeea.. SEC 2-1 L
Unito e MGT 82 BUPPHES - - — e mmm e e e e

MoviDg. e oo o ADM §-2 Official Personnel Folders Civilian. .. _._._.__. -

Munitions Handling Equipment.. ... ---__ R&D 2-11 I o

MusiC. oo MIL 10-3 Open Messes, Funds_ . oo neeaeons

Operational Reports, Intelligence__.________. L

Operations: )

N Analysis_ o
Clandestine. .. counoooi e,

Flighto e ceeas —

Name, Change of « oo cerorecmoeoceemnn MIL 61 Joint o - e OPS T i

Nationals, Foreign: Orders. oo ceo oo y
Accreditation. ... __. INT 1-8 Ophthaimology Research__.______ . _______ g
Identification. .. ... MIL 6-2 Opinions, Tegal __ .. oo ... 4
Tours i aaimiaeamemana- INT 1-8 Optical, Instrumentation Research.......... s
BT INT 1-8 Optica, Atmospheric Physics Research

NATO, Relations and Liaison with_ .. _____ REL 2-1 Order of Battle, Alr. . v eoeee i ecereeee KL

Navigation: Orders: .‘:gi
Aids (Operations) . - . ... _._______. OPS 81 . AF Reserve. oo iiiciaiaoaoo PUB 1-1 }
Charta. . s MAP 13-7 Courte-Martial . ... ... PUB 1-2 A

B 1 R MAP 13-7 FHght o o o e e ceecccaccccccnca- PUB 1-3 o
Long Range - cocemeomicmeccceeeae MAP 13-7 General ... cicicicceccacccn---.-PUB 14
Flying: MoOney - a e amem s MGT 9-3
School ... B et TNG 5-5 Movement_ ... _oo__.__.._._..PUB 1-5
Training. - oaaos TNG 5-5 Operations________________.___.______PUB 1-6
Ground Reference Research.. . _._.___ R&D 17-1 ' Personnel Action Memos._._ ... _. PUB 1-7
Instruments Research_ .. ___ .. ...._ R&D 17-2 Specia) . o oo eeaee___.__PUB 1-8
Operations. — - - oo eae et OPS 8 Techrnical . - oo cacacaaa PUB 1-9
Research. .. . R&D 17 Technical Compliance. . .. .. oooaaas MTN 9

Negotiation of Contracts. . ___.____._..... PRO 3-6 Organization ..o oo iiimaaiaaaaa MGT 8

Neurology Research. oo oo ovonoaemacaeee R&D 14-15 Activation. oo oo ioaoaoaoa. MGT 8-1

Neuropsychiatry Research_____________._.. R&D 14-16 L] 1T TR U MGT 2-2

News Releases. ... . oo ceeiouoao REL 1-3 Constitution of .« oo vveececvcemana MGT 83

Nomenclature: Disbandment of_________________._.__ MGT 8-5
Organizational ... e —————— MGT 84 Discontinuance . . .o cvomoeacccamun MGT 86
Photography . - oo PHO 7-3 Inactivation . oot MGT 8-7
Supplies, for__ . SUP 51 Manpower, Tables of s e e e e emeaaas MGT 7-2

Nonappropriated Funds.. ... .o .... FIN 10 Reorganization. .o oo oooo.o.o- MGT 8-8

Non-Metallics Research. ... ___....__ R&D 12-3 Units, Assignment of .. . .. ..___ MGT 8-2

Non-Revenue Traffie_ . .. _.._.._ TRS 44 Organizational Apalysis . .. ____________ MGT ¢-2

Notice of Shipment of Supplies. .. oo o.._.. SUP 4-1 Orgavie Chemistry Research_._.______._____R&D 3-3
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Orthopedies . e e v e e ereece e R&D 14-18
Otorhinolaryngology - - oo oo oeo el R&D 14-19
Overprints, Aeronautieal .. ___________.____ MAP 1-1
Overtime Pay_ ...l CIV 11-3
Overseas Employment. .. cooeeeonncnoo.a CIV 15-3
P

Packing:

Records. ... . e cceememm MGT 1-2

Bupplies. ... e eimeeiimaoeem oo SUP §5-4
Panel, Reading. .o oo ooe e INT 1-13
Parachutes, Research_ _ . .. ... R&D 18
Parasitology Research____ .. .. _ . _______ R&D 14-20
Partial Payments of Contracte______________ PRO 2-3
Passengers:

Military Sea Transport, on..____._._._. TRS 64

Transportation, Commereial ___________ TRS 2-6
Passes, Security . ..o ooooo o SEC 2-2
Passports:

Clvilian. . ot CIV 18-1

Military e MIL 6-4
Patents. e eaimeaa- LEG b
Pathology Research. - oo oomemoaaoon R&D 14-21
Patient Management - e cveeoraocaeoann- MED 4-3
Patrolling. ol POL 1-7

Seeurity .. oo oo SIEC 2-2
Pavements. . .. oo INS 1-1
Pay:

Civilian. oo CIv 11
Accounting Operations___ ... ... .. FIN 11
Overtime. . oo ocoe ool CIV 11-3
Rates e eeaceeas CIV 11-4

Military .- MIL 8
Allotments_ . . MIL 8&-1
Allowances. ..o o ... WMIL 8

Payments:

Advance:

Appropriations_.__ . __________.______ FIN 11

© ContrACts e PRO 2-3

Partial, Contracta ... ..o ooeooo PRO 2-3

Payrolls, Civilian. .. _._ .. .. FIN 11
Penalty, Mail . _ . ... MGT 94
Per Diem, Travel:

Civiian. . ... CIV 18-2

Miltary -« e MIL 8-11

Performance:

Civillan_ .. CIV 12

Dataon Materdel. . _____________._._. MTN 6

Military . o e e eaea MIL 9

RAUDEA - e eirecme e CIV 12-3

Pormanent Change of:
Assignment. . _ ... _._._. MIL 2-5
Station_ ... MIL 2-6
Permits:

Firearms.. oo oo ecemerimae—aeam POL 1-§

Pishing - - - e POL 1-8

Hunting. - . ... POL 1-8
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Personal:

PV £:11 /- T ¢ edcmccemeaan MIL 10-10
Counseling (Chaplaing) . ... ... ... MIL 44
Property:
Disposition. . .. .oco oo SUP 2
Excess oo ennes e mr e —— SUP 2-1
Surphia. e ea—aa SUP 2-1
Civilian_ .. CIV
Accession .. ..o CIv 1
Action Memos...___._ .. . ... PUB 1-7
Apperla_ e CIV 123
Awards_ L.l CIV 12-1
Career Development_________________ CIV 2
Compensation for Injury or Death__.__ Civsi
Condaet .. CIV 4
Death and Burial __________ DU CIV 5
Demotion. - o .. CIV 14
Detalling____________________ ... CIV 6
Duty, Tours of ce o e e ameaa el CIV 9-1
Tmployee Relations . -ocoo_ . __. CIvV 7
Employment Recorde_ . _o....._._._.. CIlvV 8
Examinations, Physieal........_....__ CIV 154
Folders, Personnel. .. .. oo oooaao.__ CIV 81
Grievances o o oo acae e ccccccacaans CIV 73
LBV oo cec e e m e ————— CIV 10
Loyalty Tovestigations..-......._._.. INV 51
Passports. oo oo e acaaa CIV 181
Pay Administration. oo ceooooooool CIV 11
Payroll Operations. .. ________. FIN 1t
Per Diem ... CIV 18-2
Promotion.. ... CIV 14
Qualifications_ . ... .__.__ CIV 154
Ratings. - oo CIV 12-3
Security Investigations oo .__ INV 5-1
Separation ... CIV 17
Tax, Withholding. .. _.__ ... .. _.__ FIN 11
A CIV 18
(0] [T 1 LEG 2-2
Military - - e MIL
Absence. - - o.___ MIL 1
Appointment. ..o L. MIL 14-1
Assignment. .o a. MIL 2
Awards_ .. _._.____ g m e m e MIL 9-2
Benefits oo oo cemaaoas MIL 8-3
Buriale. oo MIiL 10-8
Career Development. .. _____________ MIL 3
Commendations_ _______ ... . ...__ MIL 9-1
Conduet. oo MIL 5
Death . oo imaeaacaaas MIL 17-1
Decorations. ccooocwcococecacaaan MIL 9
Deferment_ . . ____________ MIL 14-2
Demotion_ . ..o ._. -.--MIL 15
Dependenta Assistance.._......_._.__ MIL 10-10
Desertion . oo oooeeoa oo emmm—an MIL 1-2
Discharge. - oo oo eeem MIL 17-2
Edueation_ ..o MIL 10-6
Effectiveness Evaluation_.._._._.____ MIL 9
Examinations, Physieal _.._._._._.__ MIL 14-1
Flying Statws_______________________ MIL 2-4
Funmerals______________ ... MIL 10-8
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Identifieation_.. . ________. MIL 6 Plans:
Induwction o ____ MIL 14-2 Intelligence .. . mmecanss INT 1-9
InSUranCe oo oo mecee e MIL 10-10 W e mcm————— OPS 10
MATTIOEC e e e e meee e MIL 10-10 Combined - o oo OPS 10-1
Morning Reporte_ . . _________ MIL 11-1 Plant-io-Place Communications.___________ COM 4-6
Passports_ o ___.__ MIL 64 Plates, Aeronautical Video_________ ______. MAP 12-1
Poy and Allowanees_________________ MIL & Police Administration______________________ POL 1
Performante.caea e eromana- S MIL 9 Polioy:
Precedence oo oo e MIL 16 Color Photography .o o ccceueoccomaes PHO 7-1
Procurement . oo coo - MIL 14 Editorialeoo i emeae. PUB 3-2
Promotion. oo MIL 15 Information Disclosure .o ooocoo.... INT 3
Rk oo oo MIL 16 Political Activities:
Reassignment. oo oo MIL 2 Civilian . oo CIV 43
Reeall oo MIL 14-2 Milbary. o . . MIL 12
Reéords"-h- ----------------------- I\Bﬁi ; . Port Detechments, MSTS_ .o oovoocnoen TRS 6-5
OMMANd .o oo - Position:
Fleld e MIL 7-2 Authorizations, Manpower_ _._.._..___ MGT 7-1
Master_ o MIL 7-3 Classification. ... oo oocoamnnouaea.-_.CIV 13
Retirement_ . ... MJL 17-4 BeTH09 - o e e CIV 13-1
Rosters o e MIT, 11-2 Standards. - o oo CIV 13-1
Beparation. .o covooo il MIL 17 SUIVOYS oo o oo CIV 13-2
Serial Numbers_ . ____________. MIL 6-5 Post Exchange Operations. ... _.._oo_._. SUP 3-6
StbIOS - v oo MIL 11 Post Offices (APO’S) e oo ceecmaneas MGT 9-5
ﬁ}fﬂngth --------------------------- gﬁi‘ 333 Post Restaurant Funds_ __ ... oo .. FIN 10-1
1. DR SRS P gy O -
Travel. o i memcmccc—m——aro— MIL 8-1% Posmg.e MGT 9-6 E
. h ; ostal: 2
Uniforma (_Regulat-lons concerning Distribution oo oo oo MCT 9-2 K3
Viow e ST I o . MOT 97
Voting.— ... e MIL 12-1 it . S
Pharmacology Research_—......o....... R&D 1433 Lower OF AHOMOY.ooomommmmeeiii oo LEG 3-2 :
Pharmacy Services. oo coocoeceaaaaa- MED 7-6 Practices; . .
Photo Inteligence. oo oo oomoomoooeameneee INT 1-12 80“5"""“:;“ (Materiele). ..o~ --ooo.. ﬁgg } . o
Photography . oo e oo oo e PHO OTTEEPONACICE coe o omemce e - i
Acris) Mapping and Chartiog_ _____.._. PHO 1 Fair Employment. -.------occoneroeeos CIv7-2
Agreements, Inter Agency____._______. PHO 1-1 Preaching M‘SF,’I,D"B """""""""""" MIL 4-5 ,‘1“
Motion Picture. - - oo PHO 2 Precedence, Military. . oo oo ooooeeaoo MIL 16 ?i
Redar S0pe. .- - oo —wnoo_..PHO 3 Prerogatives, Command... . oo MGT 2-3 5
Research. oo oo R&D 20 Presentations, Graphi¢_ ..o oo oo caoo.. OFF 4 sz
sti" ___________ - _____________________ PHO 5 Press Inﬁerviewa .......................... REL 1"3 ;*
PhObOStat - . <o o oen oo oociocoooas PUB 2 Preventive: I
Physical: Dentistry oo oo MED 24 :
Examinatio ________________________ MED 5 Maintenanee. - oo icccememmaaa MTN 7
T P SEC 2-2 Medieloe... oo MED & ;
SOOUREY < e e e cmmeeemmcee SEC 2 _ Research....ooooooeoaooeooe RED 1424
Communications Facilitien.. .. . ... COM 2-2 Price Redetermination, Contracts... ... PRO 1-3 *»
LA - e e e e e e e TNG 44 Print Librariea:
Physics: (Research) Aerial Photography. .. .oooe.... PHO 1-4 %
Atmospherie - - o ooeeeen R&D 22 Still Photography. v oo omeoe e PHO 5-1
Geberal . - o oo R&D 21 Printing. -« PUB 2
Physiology Researeh_ o . __ee__o. R&D 14-23  Priorities: i
Pilot's Handbooks .. -« comvoooeommomnas MAP 1-4 Materials. oo el PRO 7-3 s
Placement: Travel Control_ . ____________________. TRS ¢ e
CiVATAD - - e e e CIV 15 Prison Administration_ ..o oeooeoooaooao.. POL 2-4 :
L4 L Y. PRO 3 Prisoners: L
Planning: Casual. . e maeas POL 2-1 o
Installation: Complaints of ... e POL 2-5 P
ConStrUCtion . « - e momccmemee o INS 3-1 Individual Records.o oo o vmcmcemoomeen__ POL 2-6 el
Eogineening v o oaeee o INS 3 Reatoration to Duby .. _o.oooo.. POL 2-7 B
Master e icemmm—————————— INS 3-3 Retraining . - o cn e n POL 2-8 ]
Program._ - . ___. MGT 6-3 War, of o —————— MIL 13
43
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Procedure:
Appellate . eoo.- LEG 1-1
Billing, MSTS oot TRS 6-1
L0 51T TSI MGT 6-1
Process, Photography Research_____________ R&D 20-2
Procurement of Materiels__ .. ____________ PRO
Authority_ L ___ PRO 8
Coase Filen oo mece e ceimcmeeamma PRO 11
Directives. oo oo iciceaceoa- PRO 83
0% i o USRS PRO 5
Interdepartment. ..o .cecauveaincmana. PRO 3-5
Production:
Aeronautical Charts. . oo cunuaaaas MAP 9
Control. ool MGT 64
Scheduling. o oo e mmaa MGT 6-4
Profeasional:
Clinies. - e MED 7
Behools . TNG 8
Services, Medical . - . aoioiaaaan MED 7
Training . oo e TNG 8
Program:
Analysis. o . MGT 6-3
Budget . FIN 4-1
Planning . o MGT 63
Programming - - - e PRO 10
Programs:
Incentive (Suggeations) . ... ..____. CIV 122
Legislative_ oo o ouo e ._. REL 3-3
Projection Prints. . __ . _______._.__ PHO 2-1
Promotion:
Civiian . e e .- CIV 14
Military - o oo oo i e aaae MIL 15
Property:
Bailment. .o oo aeaos PRO 6-1
Confiscated. . - oo eeceeamae POL 1-9
Disposal (Readjustment)_______..._._. PRO 13-2
Government, for Industrial Use..._._.__ PRO 6
Impounded .o ool POL 1-9
Industrial Control.____ .. o oceeaeea... PRO 6-3
Library oo oo cccas MIL 10-¢
Losto ek POL 1-9
Monetary, Accounting of . ____________ FIN 9
Peraonal:
Disposition._______ . ____________ SUP 2
| 05 0 TP SUP 2-1
Reeeipt foro_ e .. POL 1-9
Recovered - ___________________. POL 1-9
Stolen. oo POL 1-9
Surplus. o ool SUP 2-1
Propellants {(Fuel), Research_______________ R&D 8-6
Propellors, Research___________________.__ R&D 1-10
Prosthetics. oo oo ool MED 2-5
Protective Equipment_._ . ..._... R&D 7-2
Protection, Fire. oo ovo e INS 1-5
Psychological Warfare:
-Operations_ - . oao .. OPS 10-5
Research_ _ _ooceeoooamoooaoao..._.R&D 16-2
Paychology of Traininge e cceecaaaaaanas R&D 19-7
Paychophysiology Research ..o oo ooeoaao R&D 19-8
Public:
ApDEATanges. o ome i omie i REL 1-1
&4
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Information. o aaceea- REL 1-3

Interest Campaigns. - - oo oooeeoomaaon ADM 3
Publications . oo oo e caaa PUB

Aeronautical Information. .. ___._._. MAP 1
Publishing - - oo oo e eaea PUB 3
Purchase:

Authority . oo eaaaae PRO 8

Initiation . oo oo oo PRO 8

Request. - - oo meccrce e eccnam PRO 84

Qualifications:
Drivera .ot pemrmm———- TRS 5-3
Personnel:
Civilian:
Educational .o oocv oo CIV 15-4
Experience._. oo oo CIV 154
Physieal oL CIV 154
Training - - e e CIv 154
Military:
Educational . __________. MIL 141
Experience. .. ___________._._. MIL 14-1
Physieal ... MIL 14-1
Records. . L.... MIL 3-2
Training. - oo MIL 14-1
Quality Control. oo e PRO 12
Quartermaster Equipment Research____.___ R&D 7-8
Quarters, Allowances. ... oeoveemeomccceana- MIL 10-9
R
Radar:
Airhorne. ooy OP3 5-1
Scope Photography e e o oo PHO 3
Radiation Research, Atmospheric
Physies . v im e mmeamaa R&D 22-7
Radio:
Amateur. e ore e ccceans COM 3-2
Commereial. .o oo COM 4-1
Fixed Facilities .. ... __________ COM 4
MARS - COM 3-2
Releases (News) o oo oo oov oo cicamnea REL 1-3
Wire Facilities. .. _.coracoaoaooooo COM 4
Radiobiology Researeh_ . ... . _______ R&D 14-25
Radiological Warfare Agents__ ... ... R&D 244
Radiology - oo e n e R&D 14-26
Railroads. e aemmmce s INS 19
Range, Instrumentation Research. .. - ___.. R&D 11-7
Rank, Military - - oo oo ccmecreieemee MIL 16
Rate, Pay:
Civilian . - e cmacaaaaa CIV 11-4
LT GLTLE) o RN MIL 8
Ratings, Performance. . ccicomecaraan- CIV 12-3
Rationing Supplies. . .. cccoceeeenas SUP 5-2
Reading Panel . .o ool INT 1-13

Readjustment Contracts_ ..o cccoaomuannn- PRO 13
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Real Estate___ . et INS 4
Monetary Accounting for_______________ FIN 9-3
Reassignment, Military Personnel.._..____.. MIL 2
Recall to Duty. el MIL 14-2
Receipta:
Mail. e mem—rec————— ADM 5
Memorandum. _ . oo SUP 4-1
Receivers, Communieations. .. _____ R&D 4-7
Reconnaissance:
Air Observation. o cvccocoeomeocaooo. WEA 3-1
Flying:
Sehool . e oo TNG 56
I8 11T 0 U U, TNG 5-6
Intelligence oo oo INT 1-14
Operations_ - -« . cacae L.l OPS 6-8
Recording:
Communication Research_ ... ___._____ R&D 4-8
Sound..eowoeemeoenaas e PHO 4
Records: .
Allotment oo ceeooo FIN 1-2
Auditor’ 8 e m e e __.. FIN 2-2
[9) 11217721\ RN MED 4-2
Contractor’s. . e maeaaa PRO 1-1
Current, Maintenance of ... ... MGT 1-3
Dental Health. .o ocov o aaaaaL MED 2-2
Disposal of . el MGT 1-2
Disposition Schedules for ... MGT 1-2
Emergency Destruction ofu.o o ooo..... MGT 1-2
Employment ... ouocomcoccaarooaooo o CIV 8
Events, of oo e POL 1-10
Expense Accounting. - ccmeaeo oo FIN 6-2
General Ledger Accounting. .. ........ FIN 7-2
Individual Prisoner's. - ccceeeoaeeuac. POL 2-6
Loss and Unauthorized
Destruction of - oo cccccccceaaas MGT 1-2
Machine (Statistical). cvcooaaeeaoao. MGT 10-1
Maintenance of . oo nc oo MGT 1-3
Microfilming of « oo e iamaaal. MGT 14
Packing of . . ol MGT 1-2
Personnel, Military oo ceocceoaeeoaan. MIL 7
Command. - e icecaaccceaan MIL 7-1
Field. oo i MIL 7-2
Magter. . e cmcecmi—ecme- MIL 7-3
Qualification (AF Form 11, ete.) . ... MIL 3-2
Retirement of ccen o omvccaoemee . MGT 1-2
Schedules. - cmcmcceo oo MGT 1-2
Shipping of - ool MGT 1-2
Storage of oo oo ccmcmecccraoae MGT 1-2
Tranafer of . oo wccmvomvmmccmeeaoe MGT 1-2
Recoupment of Funds. . .- ____- FIN 1-1
Recovery Equipment Research i
(Guided Missiles) . - oceecuoeaaao.. R&D 9-6
Recreation:
Civillan._ - ieecmrmer—r———aen- CIV 7-6
Military . oo cieccmaoa MIL 10-7
Recruiting:
Civilian. _ oo e oo CIV 15
Military. . oo ccciemmaoaeaaa MIL 14-3
Redetermination Contract Price. o _________. PRO 1-3
Red Cross, American:
Donations t0- - cvocccamemcmcinnanaan- ADM 3

Services to Military. . _..___._____

Refueling, Inflight
Refuse:

Colleetion__ .. ___._..__.._
Disposaloo— ool

Registration:

Traffic (MATS) oo
Uniform Wearing. . _____.__

Reimbursement:

Appropriation..o-o. o eo_.____.._
Cost on Contracts. ... . _._..

Relations:

Civilian Employee..___ oo ...

Intergroup and Inter-Personnel,

Legialative_ .. ...
Relay Centers {(Communications).......
Release from Duty. oo oo oot

Releases:

Intelligence Information . oo .-_
Public Information... .ceceo ...
Reliability Data Sheeta. - v cnccemenan

Relief:
Act:

Soldiers and Sailors_ . .. __.._
Sehedules. ...

Religious:

Renegotiation of Contracts.... ... __
Reorganization___ . __._.__
Repairs of Equipment. . ___._._._.__..

Reporting:

Expense Accounting____._.____.._
General Ledger Accounting . ...
Manpower, Researchin. ... _. ...

Reporta:

Alotmenta_ oo ae...
PM Activities oo . oommmia.
Control System. . oo eovona.
Monthly, MBTS. ..o

Reproduction:

Military Information. ... ...
Publieation, of oo oo
Requirements. - oo
Requests, Purchase. . _______.___
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Requirements:
Aeranauties] Charte. . oo __ MAP 10
Binding, Publication. .o oo ioaaaaaoos PUB 2-1
Computation (Procurement). . ... -._ PRO 10-1
Ditto PrintiBg e oo eeeecram e e PUB 2-1
Geographical, Weather.. . _..vomone-- WEA 1
Photostat oo e PUB 2-1
Prnting - e e e ccieicmcec e mamm s PUB 2-1
Reproduction. eoo oo oo PUB 2-1
BUpplies . e eeeee——ea SUP 1-2
Target Intelligence - cocmmoaaaao- «-INT 4-3
Requisitions, Supplies_. oo oo oo SUP 41
Rescue: ’
Air:
Ground. .o ceoe et cmmm—— e OPS 6-2
BB e e e e e memm e mmm——— - OPS 6-3
Atreraft Crash_ o e memmacee - INS 1-5
Equipment, Research. . __ ... ________.. R&D 7-5
Research. - oo e R&D
Reserve Supplies. oo oo . SUP 5-6
Resources, Industrial . _____ . __._._. PRO 7
Responsibilities, Administrative___._____... MGT 2
Restoration:
Civilians after Military Service_.____..._. CIV 16
Prisoners, 0f .. - oo ceieeiccemaaa- POL 2-7
Retirement:
Deductions. o e v ococmcacceaoo o FIN 11
Records, of Organizational....._....._. MGT 1-2
: MY - v e et vmma e —m————— MIL 174
Retraining of Prisoners_ ... .. ...._._.._._POL 2-8
Retreats, Religious .o oonovooceoccmman MIL 4-8
Revenue:
Producing Activities and Funds_. ... FIN 10-1
Traffie, MATS. . oeaea- TRS 4-5
Review:
Appellate. oo eaas LEG 1-1
Budget Estimates. . oo .. FIN 4-3
Publications .. - oo os PUB 4
Revolving Funds. . _ oo FIN 12
Roads. oo ea e e INS 1-11
Rockets: (Research)
Armement. oo s R&D 2-12
Fuels e o et R&D 8-6
Rodent Control .. ____ INS 1-7
Roentgenology Services_ . _____.... MED 7-7
Rooms, Conference_ .. oo ADM 8-1
Rosters, Military Personnel. __________.____ MIL 11-2
Rotary Wing:
Flying:
Schoolaooce ool e mmmmm— e mam—— TNG 57
N TV T SO TNG 5-7
Rotors, Aireraft . ... R&D 1-10
Routes:
Air:
Operation. . .o oo maiaeaet OPS 2-2
Transportation. ... . __.__. ... TRS 2-7
Rules, Flight . . ... OPS 2-4
)
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S
Safeguarding Military Information_ ... ___ SEC 3
Safetyr—————
Grownt———rrerrr e MGT ™
Flight——— QOP3-2-5-
Flely Proliias — V7
Clothinge v ceceeic e eccicccmmmacacaea SUP 3-1
Excess Propertyoccee oo oo camme oL SUP 2-1
Photography e i PHO 7-2
Balvage and Surplus Materiel Accounting. .. _FIN 13
Sanitation, Environmental . . .. ... ._.. MED 6-2
Savings Bouds:
Civiliang. o oo cceeaaoos FIN 11
Military . . oo MIL 8-1
Schedules:
Delivery. . oo PRO 9-1
Records Disposition. . oo _L.. MGT 1-2
Relief o POL i-11
Schools:
Academie. oo oo .. TNG 81
Air Academy - oo oo TNG 2
Flying o ios TNG 5
Professional . ... TNG 8
Speeial. oo L TNG 94
Technical o oo oo TNG 9
Setence, Terrestial . ... .. R&D 25
Scope, Radar (Photography). .. ____.._.___. PHO 3
Sea:
Rescue, Alr oo e o OPS 6-3
Transport . e ccc e TRS 6
Becurity e emec e e mee e SEC
Communieations. ..o ococooonoooo COM 2
Cryptopraphic. - v ool cr e eeee s COM 2-1
Investigations __ _ e .. INV 5
Civilian Employeea___.______________ INV 51
Contractors. o oo noema el INV 5-3
Employees. o ... INV 5-2
Military Personnel . . o oo oo INV 5-4
Special Filea_ oo INV 5-5
Local Office_ - oo OFF &
Physieal . . e aaed SEC 2
Communicationa Facilitiea.. .- .__._. COoM 2-2
Transmission. - oo oo ooviomcoo ol COM 23
Seismology - - o ___ R&D 25-6
Selection:
Civilan. e CIV 15-5
Personnel Utilization.... . ..___. R&D 19-9
Supplies. oo SUP 5-5
Self Contained Navigation_.________._____ R&D 17-3
Serial Numbers_ _ . .o oooooo. MIL 6-8
Serfes, Position. oo v e e e e eaenean CIV 13-1
Services:
Bande_ e MIL 10-3
Base Veterinary. ..o a.. ... MED 8-1
Courier_ - e e cicieeaeeas MGT 9
Custodial o oo oo INS 1-4
Food (Civilian) e - e e e e e e e eeas CIV 74
Humanitarian. ... ... l._._. MIL 4-3
Information. . oo veeeooccacm e meeee REL 1
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Laboratory. ..o iae—aaa MED 7-3
Library e e MIL 10-9
Medical... oo eaeaaas MED 7-4
Messenger s oo cmimcaciciamana- ADM 5
Military Transport:
Afr e TRS 4
Ben e TRS 6
Music oo o MIL 10-3
Nursing. .o _. MED 7-5
Personnel . ______.. MIL 10
Pharmaey oo maas MED 7-6
Poatal e eaeama e MGT ¢
Professional (Medical}un o oooceavanaan MED 7
Roentgenology.aa v ovecacacacaaaa o2 MED 7-7
BUPPlY e SUP 3
Surgical. oo oo MED 7-8
Telephone. e iimvinas COM 4
Veterinary - ciemcimecenas MED 8
Servicing:
Aireraft, Research . . .. _____...._. R&D 1-11
Agreements (Photography).---- .- PHO 1-1
Bettlement, Readjustment. - o ccoeaevmeeenns PRO 13-3
BHAPE e REL 2-2
Shipping: :
Documents. o oo oo eas SUP 4-1
Records, Organizational
(Procedures for) e cccmeceoccacan- MGT 1-2
Shipment, Notice of - . o cnreeeereameas SUP 4-1
Sights: (Research)
Bomb_. s R&D 2-13
GUD . e mcmcm—————- R&D 2-13
Simulators, Equipment Research___________ R&D 7-7
Site Surveys, Air Bases. .. _________________ OPS 1-3
Bociety, Air Force Aid_ ... ___...._. MIL 10-1
BOCIONORY < m e e oo e s R&D 23
Soil Mechanics Research_ . . _._._._. mm e R&D 25-7
Solar Strueture oo R&D 22-3
Solid State Physica Research. .. _______ R&D 21-7
Sound Recording. - - oo oo PHO 4
Source Material, Maps and Charte_________ MA? 11
Sources, Contract Placement _______________ PRO 3-7
Space: ’
Conference Rooms___ .. _._._.oo.... ADM 8-1 -
Control. .o ADM 8
MoviDga e oo ercred e maas ADM &2
Special:
Activities and Tenants, Appropriation
Accounting for. e e oo memcme s FIN 1-10
Budget Estimates .. .. - .__ FIN 43
Budgeting - - ook FIN 4-1
L6117 7. I MAP 12-2
Courts-Martia). . _.___. LEG 1-4
Dental Materials___ . ___________ MED 2-6
Files:
Loyaltyem oo e INV 5-5
Security - oo oo INV 5-5
Ingpections. . oo oo e eomeaa el INV 6
MIBBIODS . - - o oo e e mec e mmmaman OPS 6-11
Movement Authorizations__.____ .. ____ TRS 5-7
Orders. o rcemeeacaa————- PUB 1-8
Purpose (Motor Vehiclea) ... TRS 5-7

AFM 1814
BehoolB e TNG 94
i g e cememameremem—nn- TNG 94
Weapona: (Research)
Defense. ..., R&D 24
Effects i cccaceneeennnaaaRE&ED 24
Instrumentation - veeeereeomcmcan.n R&D 11-8
Bpecifications, Contracts__ . ... ... PRO 3-8
Bports. e imcim oo -.._MIL 8-11
Stability: (Research)
Abrveraft - e ._R&D 112
Guided Missiles. ... _.__...._. R&D 9-8
Standardization:
wHORRSe ...l PEB-g-p—
Supplies_ o . e .. SUP 5-5
Standards:
Performance oo CIV 124
Position o maaan CIV 13-}
State of Discipline . . .. __________._ POL 1-13
Statement of Charges__...._ . _____.. FIN 14
Station, Permanent Change of .. ____.______ MIL 2-6
Stations, Control (Radio)a.ao oo COM 4-2
Statistical Data Repository...._._.._.__. MGT 10-3
Statisties oo e meean MGT 10
Personnel .. MIL 11
Status, Hospital ... MED 4-1
Stevedoring, MSTS_ . ... TRS 6-6
8til} Photography -« ool PHO 5
Stock:
Control - i ea a2 SUP 41
Funds_ il FIN 12-3
Leve) Control____ . ... SUP 4-1
Record Account.. .. ________. SUP 41
Stockpiling:
Materiala__ .l PRO 7-3
Supplies . e SUP 5-6
Btorage:
Liquid Fuels (Facilities) ... _..___. INS 1-8
Military Security Information. . ...____ SEC 3-8
Records, of u oo eeeae - MGT 1-2
Research, Fuel . ________ . R&D &7
Supplies, of .o ... BUP 4
Strength, Personnel . __________. ______._.__ MIL 11-3
Strikes, Transportation. _ .. ... TRS 2-8
Structurea (Facilities) .. . oo INS 1-3
Bubcontracting_ o PRO 14
Subversive Activities. . oo e SEC 1-1
Subjection to Compromise of Security
Information_ . _____ L __. 8EC 3-6
Bubsistance. o ool MIL 8-10
Buggestions . oo . CIV 12-2
Summary Courts-Martial ... _____.__.__.__ LEG 1-5
Sundry Association Funds_ ... ___ FIN 10-2
Bupplemental Budget Estimates_ ... ....._.__ FIN 4-3
Supplies

{Supply Class Numbers may be used as subdivisions.)
{Items of equipment listed under R&D may also be
used as subdivisions to other Major Subjective Cate-
gories.)

Disposition. ..o SUP 2
Distribution. oo oo SUP 1
L0 U ADM 6
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Storage of . . ..o SUP 4 Telemetering Research. oo - ooooooeaaomana_. R&D 4-9
PPl e e e sUP Telephone Service. oo o covaceomoacaaanan . COM 4
. Directives__ . .o cccacacaoo SUP 5-7 Teletype:
: Facilities_ . .. oo oL SUP 5-8 ~ Communications. - ccveceeecaeanaaaan COM 4
) Requirements_ .. ..o ... SUP 1-2 Research_ . ... R&D 410
Systern Management_ _____......_._.__ SUP & Television:
Surety Bonde. ... aaaaall FIN 15 Communication. .o ooooenoeoaoo R&D 4-11
Burface Weather Stations..... ..l ... WEA 3-2 Releases, News_ o ... REL -3
Surgery Researeh. .o oo ao_.. R&D 14-27 Temporary Duty . oo v eeeeee MIL 2-8
Burgical Services_ . oo MED 7-8 Terminal Control, Vehicle Research_________ R&D 174
Surplus Personal Property. . ______ SUP 2-1 Termination, of Contracts_________________. PRO 134
Survey, Report of .. oo ... FIN 16 Terminology, Photography._ . ______________ PHO 7-3
-, Burveys, Civilian Position. ... ___._._..____ CIV 13-2 Terrain Models_ __ . .. ... __________ MAP 124
-+ Survival Equipment Research______________ R&D 7-5 Terrestial Science Research. _ . _______ R&D 25
o Bwitehbng o oo TRS 2-9 Testa:
. Synoptic Techniques Researeh_____________ R&D 15-5 Aireraft .. R&D 1-8
K Systems: ] 7 Atomic Warfare. ..o oo oo . ] OPS 3-3
Communieations_____________________ COoM 3 Guided Missiles_ ... oo oo _ R&D 9-9
Airborne . oo COM 3-1 Thermodynamies_ . . oo oo R&D 21-8
. Couriera o e MGT 6-1 Thunderstorms, Research__________________ R&D 156
Electronic. . ccecmomeasacccimaamaaas OPS 5 Thermo Nuclear Weapons______________._. R&D 24-5
Fire Control Research. .. ... ... R&D 2-8 Title VIII Housing. . vececccuccameccceee. INS 2-2
N Library e oo emaas MIL 10-9 Titling, Photography .o« . .o . _____.__. PHO 1-2
Reports Controlo oo MGT 10 B ] | RPN TRS 58
BUDPY e e e SUP & Torpedoes (Research) .. oo caeeoo oo R&D 2-10
: Tort Claime. - oo oo ecccvaeee LEG 2-3
" Tours of Duty, Civilian. .o .._. CIV 9-1
T T OXICOIOZY e mm e mme e e cmmm e mm e mmmmmmmmem R&D 14-28
“ Traffic:
¥ : Control .o iamaeans POL 1-14
#% Tables: AT OPS 2
s Distribution, of . .. . o .. MGT 7-1 Non-Revenue ..o omo oo, TRS 4-4
P Organization & Equipment. . __________ MGT 7-2 Regulations, MATS. _._____._.________ TRS 4-6
. Taetical: Revenue o _eee i aaao_. TRS 4-5
o Flying: Trainees, Foreign_ . oo oo TNG 6
Sehoo). ool TNG 5-8 Trainers. .o e miacacecaoooo R&D 7-7
g1 71111 7 SO TNG 58 Training . e aLs TNG
g8 o e cce e e e e mceec—m——————— MIL 6-6 Academic. ..o oo caeacaeaaa TNG 8-1
Target! Administrative. . ... ... TNG 1
Apalysis. .o recaas INT 4-2 Alds. o TNG 10
Charts oo MAP 2-4 Facilitiea. - INS 1-12
DoOBSIerB. - oo MAP 2 Aireraft Recognition_ . _______________ TNG 4-1
{ Intelligence. oo oo cve e iece o INT 4 Basic:
a Requirements. ... oo oimoceeaaa- INT 4-3 Flying oo - TNG 51
O Materialg. v INT 44 Nonflying. - oo eaas TNG 7-1
o AT e e eemee e MAP 2 Chemical Warfare. - - - ... TNG 4-2
¥ MOSBICE - - < e ee oo ommmemnnan MAP 2-5 10 S TRS 5-3
. Tax: First Alde o ooeioioaooaeo TNG 4-3
e Exemption (Contracts) . oceocveeeeneon. PRO 1-5 B 3 1 Y R, TNG 5
& Withholding Foreign Trainees_ . . . __.___ TNG 6
Civilian. oo oo immmmmanaaaa FIN 11 Management. oo - eocccaeaanaaa_ TNG 1-2
Military . o P MIL 8-1 Nationa) Guard. . ___ ___________ TNG 3-2
Y % 21 1 T LEG. 6 Physical-c oo e cccmm e e mee TNG 44
- Technical: Professional .. . TNG 8
Assistance for Contractora__.__________ MTN 2 Researeh- oo R&D 19-10
) Compliance (Orders) - . - o oo oo MTN ¢ Reserve . oo eem TNG 3-1
r Libraries oo eeeeeeee- MIL 8-9 Becretarial________ ... TNG 13
& Orders. o e PUB 1-9 Small Arms__ .. TNG 4-5
¥ Sehool i mmmman TNG 9 Special L e TNG 9-4
S T NN s cee e e acmmmmrmcaman TNG 9 Technical .. oo TNG 9
%ﬂ‘ Technicians, Industrial . ..o - L. PRO 7-2 Unit e oo e edicmeecCal TNG 11
g
.,':! :
N
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Transfer:
Personnel {See Assignment,
Reassignment, Detailing)

TRecords, Of o e o ceceicemeacmacamenae MQT 1-2
Transmission:

| T COoOM 1-2

Military Security Information. . ... -__ SEC 3-5
Transmitters (Researeh) oo .. __ R&D 4-13
Transparencies. . - eececmcemeccacrovaaoa- PHO 5-2
Transport:

Megal Useof oo oo e ecaamaaeam TRS 7

Military:

AirService_ ... e ammaana. TRS 4
BB eer o ceccceimcmcmmme—————— TRS 6
Operations (Flight)_ . comiaaaaaad OPS 6-9
Transportation:

Commercial- o oo e aaaa TRS 2
Freight e oo raccee e ciacicianas TRS 2-3
Passengers. - . oo oceccicmmmam—n—na TRS 2-6

Military:

Air Transport- - o oo crecaes TRS 4
Non-Revenue____ o vnneun TRS 4-4
Cargo (Freight) .. oo TRS 44
Passengers. ccoemcvcecciccccmna TRS 44
Revenue. .. ocooevcuceocenoacuanan TRS 45
Cargo (Freight) .ce - vccemeee TRS 4-5
PASSENEEr - o e c v mccmm e mam e TIRS 4-5

Motor Vehiele. o oo oo iaaas TRS 5

Sea Transport. . e e immcceeacaaaaaa. TRS 6
Cargo (Freight) .o oooceoo-o. TRS 6-2
Passengers. -« ocooooomceecnens TRS 684

Travel:

Civilian. - - oo cceaca CIV 18

Control (Security)-ceerereeanacnoeomeod SEC 2-1

INsUranee. oo eccececcnrcecmcaciana TRS 8

Pay and Allowances:
{Per Diem)

Civilian. . oo CIV 18-2
Military . oo e e cccmcecmnaean MIL 8-11

Priorities. e e e eeccm e cemm e TRS ¢
Treatment;

Dental oo eeaeomammmaea MED 2-7

Medieal .o e MED 74
Troop:

Carrier Operations._..coccocoocmaano- OPS 6-10

Movement {Security) —aea cacmaaaaaod SEC 2-1
Trophies, Transportation. eoeee oo oaaa.l TRI 1
Turbulenee Research. - .o coeo-_. R&D 15-10

U

UCMJ ART 139 Claims. oo oo LEG 24
Unauthorized Destruction of Recorda. .. _._. MGT 1-2
Uniforms (Regulations governing

wearing of) e aaaa- MIL 18
Unit:

Assignment of .. ____________. . . .. MGT 8-2

Funds. o oo e cemmrme—aaa- FIN 10-3

Movements_ v oo oeo MGT 8-2

AFM [81-4

Training. oo TNG 11
Unsatisfactory Reports_ __ .. _..__.___ MTN 10
Utilities. .o e e e, .. INS 1-13
Utilization:

Manpower.._ oL MGT 4-3

Bupplies..- oo eeeaoa . _..8UP 5~5
Utility Boata_ . .. e Ll TRS 10

A4
Vehicle:

Motor. oo TRS 5

Operattons.- . oo o oo cccaaccaaaas TRS 5-5

Registration. o oo coocaeaeaa o __.POL 1-15
Vermin Control. ... ... INS 1-7
Veterinary: )

Medicine Research_ ..., R&D 14-29

Service e ie i accceooon MED 8
Virology Research. ... ... . R&D 14-30
Visas:

Civilian . o e CIV 181

Military . oo iaeceaao L MIL 64
Visibility, Meteorology Research._.._.__._. R&D 15-7
Visitor Control (Security).coooeeoooooaaaa.. BEC 2-2
Visita, Administrative ... ... . ... .. INV 1
Vocational Training Funda_ ... ... __. FIN 10-1
Voting:

Civilian. oo e aes CIV 4-3 or

M arY & o cciaa oo MIL 1211
Vouchers, Supply.- - aee .. SUP 41 ‘ﬁi
Vulnerability ... ..o ... .. INT ¢1 &

w
W VEIB. oo e rmccc e cmmemcemecmeaman MIL 14-1 L
War, Prisoners of - ..o aooooooo... MIL 13 :
War Plans_ .. i ccccaoaas oPrs 10 ¥

Combined {other countries)_ .. __....... OPS 10-1 H

Defense. oo oo eaiceae oL -OPS 10-2 -

Joint (Army, Navy, Air Force)_...__.... OPS 10-3 i
‘Warfare, Atomic. o oo - oeaaaas OPS 3 i
‘Warfare Agents Research 3

Bacteriologieal .. __._.______._. . ___... R&D 24-2 .

Biologieal oo e oo _-R&D 24-2 x

Chemiea). o ceieeeeaeaaao._-R&D 24-3 5

Radiologieat .. ... R&D 244 "
Warheads, Armament Research. . ......_._.R&D 2-14
Warehousing (also Open Storage)_ . ______... SUP 4-2
Water Research_ . o oomomciaceaaaaca R&D 15-8 -,
Weapons, Thermonuclear Research________.R&D 24-5 :
Weather: -

Foreeasting____ o eee_._. WEA 2-2

Research. ... R&D 15-9
Welfare:

Civilian. - . CIV 7-6

Funds. . . .. FIN 10-3

Mibtary - o eameeas MIL 10
Wherry Housing_ . ... INS 2-2

69
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Withheld Pay oo aaaoas MIL 8-8
Withbolding Ta%. e e o cee e e eccemeee FIN 11
WilS L o e crcaem—a- LEG 3-3
Winds . o e emc e mammmm—————a— R&D 15-10
Wire Facilities, Communications. o ccoen... COM 4
Work:
Capital Funde. o oo eeeee e FIN 124
Hours of - o e el CIV 9
Measurement__ . ______ MGT 64
70
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Simplifieation. . ... . .. MGT 64

Worahip. o o e e emccmreeam—————— MIL 4-9
X

X-Roay, Dental. o oo MED 2-3
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Appendix B

RULES FOR ALPHABETICAL ARRANGEMENT

I, Sequence of Surnames

Names of individuals shall he arranged in
alphabetical sequence, surname first, consid-
ering the alphabetical sequence of each letter
of the surname in relation to the letters of
other surnames with which it is filed:

Able
Adams
Adamson
Adler
Allen

2. ldentical Surnames

Identical surnames shall be arranged,
first, by the first initial of the first given
name, then the initial of the second given
name, considering both initials, but disre-
garding the spelling of either the first or
second given names except for the purpose
of arranging names with identical initials:

Allen, A
Allen, Alice
Allen, A, B.
Allen, A. Bert
Allen, B,
Allen, Ben
Allen, B. A.
Allen, B. C.
Allen, Ben D,
Allen, B. John

3. Hyphenated Names

a. Hyphenated surnames of individuals
shall be filed as one word:
Page, D. A,
Page-Lewis, 8, M.
Pagella, T. M.
b. If other than surnames of individuals,
they shall be treated as separate words:
Hall-Scott Motor Co,
Halt Technical Laboratories

¢. Names that are sometimes hyphenated
and sometimes not, shall be filed as one
word : '
Cooperative Market
Co-operative Marketing Ass’n,
Inter-State Canning Co.
Interstate Shippers Ass'n,

4, Prepositions, Articles, and Conjunctions

Prepositions, articles, and conjunctions
shall be disregarded in the arrangement of
the name,

5. Abbreviations

File all abbreviations as though spelled
in full:

F-V-T:) ; TN Association
CO tiiivienniinnens Company
JaS cieiviinininnan James

Mt oivinieninnnnn Mount

Natl ........cv0ven National

L Saint

6. Names that Contain Numerals

Numerals that form part of a name shall
be considered for filing as though spelled
out:
19th Century Literary Club—Nineteenth Century

Literary Club
10th Avenue Provision Co.—Tenth Avenue Pro-

vigion Company

7. Names that Consist Entirely of Initials

Names that consist in part or entirely of
initials (except when initials are part of an
individual’s name) shall be filed in front of
all other names beginning with the same
letter:

OAX Radio Station
OK Serum Company

T
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Oaks, T, A.

Ober, F. W,

PDQ Messenger Service
Parks, D. A.

8. Institutions and Schools

Institutions or colleges,” as such, having
as part of their names the name of an in-
dividual, shall be filed by the first letter of
the individual's given or Christian name;
companies and other business organizations
. excepted:

George Washington University
Georgetown Hospital

Johns Hopkins University
Johnson, V. V.

Theodore Roosevelt Hogpital

9. Companies, Corporations, Other
Business Firm Names

a. Companies, corporations, and other
business firm names containing the name of
an individual shall be filed by the first letter
of the surname, after individualg of like
name:

Smith, John E.

Smith and Company

Smith and Company, A. D.
Smith Fish Company, C. R.

b. Identical business firm names shall be
filed according to city and state in which
they are located:

Brown and Company, Chiecago, Illinois

Brown and Company, San Francisco, California
Smith and Sons, Springfield, Illinais

Smith and Sons, Springfield, Massachusetts

10. Cities, Towns, Counties, States,
Countries

Names of cities, towns, counties, states,
. and countries shall be filed after individuals,
business firms, and institutions of like name:

Lyons, W, A,

Lyons Warehouse Co.

Lyons, Colorado——Board of Health

Lyons County, Maryland Police Department

11, Titles

Titles such as Captain, Doctor, Junior,
Senior, Mrs, and so forth, shall be disre-
garded except where the names and initials

72
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are identical, whereupon they shall be filed
alphabetically by titles:

Jones, John F.

Jones, John F. (Captain)

Jones, John F. (Doctor)

Jones, John F. (Jr)

Jones, John F. (Mrs)

12. Prefixes

a. All names having a prefix as a part
thereof shall be considered as one word
whether the prefix is capitalized or not and
shall be arranged in sequence with other
names, considering the letters of the prefix
in relation to the letters of other names:

Dalton

D’Arcy

Dawes

De Armond
Devon

Van Burgund
Van Courtland
Van Dyke

b. Names having the prefixes M, Mc, and
Mac shall be filed together in front of all
names beginning with the letter “M,” with-
out regard to the spelling of the prefix:

MeGinty, A. B.
M'Ginty, B. A.
Mac Ginty, C. D.
M’Ginty, D. E.
MacGinty, D. F.
McGinty, F. G.

3. Estates

Estates shall be filed with companies:
Wilson & Co.
Wilson & Co., T. E.
Wilson, Estate, George C.
Wilson Provision Co,
Wilson & Young Co.

14. Words Denoting Direction

Names containing words denoting direec-
tions such as northwest, southeast, and so
forth, sometimes written as one word and
sometimes as two, shall be considered as oine
word when filed:

Southeast Producers Assn.
South East Producers Assn.
Westside Grocery

West Side Meat Co.
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I8. Geographic or Location Words

Compound geographic or location words
comprising a name are filed as separate
words:

New Jersey Meat Co.

New York Packing Co.
Newark Provision Co.

West Virginia Grocery Co.
West Wellington Motor Corp.

16. Indexing the Alphabetical File

Indexing an alphabetical file of names is
accomplished by the placement of guides in-
dicating the various divisions and subdivi-
sions of the alphabet under which each
group of names fall. The number of alpha-
betical subdivisions used in a file depends

AFM 1814

upon the number of names in the file, and
whether the materials to be filed by name
are individual papers, cards, case files, ete.
As a general rule, an alphabetical subdivi-
sion guide should be provided for each 10
to 20 name folders, or for each 25 to 50
name cards. Standard sets of alphabetical
subdivision guides are available from com-
mercial sources in a wide variety of numbers
of subdivisions. However, if such guides
are procured it is recommended that “non-
terminal” alphabetical subdivisions such as
illustrated in the tables below, be specified.
Use the number of guides that makes search-
ing the file easiest, but remember that the
use of too many guides will defeat their
purpose,

Divisions of the Alphabet

15 Division 20 Division 60 Division
A M A J Q Co Gi XKi Mu Re U
B N B K R Am Cr Gr L N 8 \'
C P C L 8 D H le O Sch W
D R D Me T Be De He Li P 8i We
F 8 E M U Bi Do Ho Mc Pe 5t Wi
H T F N v Br E H M Pi Su XYZ
I W G (4] w Bu F I Mar @ T
K H P XYZ C Fi J Me R To
1 Ch G K Mo Ri
100 Division
A Bo Cor Et H J McA P Se Tr
Al Br Cr ¥ Ham  John M Pe &h U
Am Bro Cu Fi Har K Man Pi Bi v
Ander Bu D Fo Hat Ke Me Pr Bmith W
Ar C De Fr He Ki Mi Q-R 8p War
B Car Di G Hi Kn Mo Ri St We
Bar Ch Do Ge Ho L Mu Ro Sto Wh
Be Ci Dow Go Hon 1e N Ros T Wi
Ber Co E Gr Hy Li Ni S Tho Wo
Bi Con El Gro I Lo O Sch Ti XYZ
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Y

Ky

T 150 Division

-4

T A Br Cu Fl Har Jones McD P Se v

T Al Bro D Fo Harr K McK Pe Ch Ve

R Am Bu Davis TFr Hat Ke M Pet 8i w

54 Ander C De Frl He Kel Man Pi Smith Wall

- Ar Car Del a Hen Ki Mas Pr So War
At Cas Di Gar Her Kn Me . Pu Bp We

” B Ch Do Ge Hi Er Mi QR St Wei
Baker Che Dow Gi Ho L Miller Re Sto Wh
Bar Cl Du Go Hol Lar Mo Ri Su Wi

T Be Co B Gr Hon 1e Mor Ro T Williams

" Ber Con El Gre Hu Lel Mu Ros Te Wilson

X Bi Coo Et Gro Hun Li N Ru Tho Wo

; Bl Cor F H I Lo Ni 8 Ti Wr

K Bo - Cr Fe Hal J Lo 0 8ch Tr XY

A Bon Fi Ham Jobn MeA Or Behm U Z

¥
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-

AIR FORCE MANUAL

NQ. 1814A

AFM 181-4A

DEPARTMENT OF THE AIR FORCE
WASHINGTON, 6 Octoher 1958

RECORDS MANAGEMENT

Maintenence of Current Records

AFM 181-4, 20 February 1958, is changed as follows:

Page

vi

/M

1. Make the following changes by pen and ink:

Paragraph

16

19b(1)
19b(2)

31 and 32
33a

Action to be taken
Change heading “Paragraph” to read “Figure’.

In figure 6, change folder labeled “ANDR” to read
1] ANH‘ :

Delete the letters “a”, “b”, “c”, and “d” appearing in
the first paragraph.

Delete last sentence.
Change the category “OFF” to read “ADM”.
Delete all FSN designations.

Change the word *publications” appearing in the last
sentence to read ‘“material’”’.

Align “CIV 17 Separation” and “CIV 18 Travel” ag
primary subdlwsmns

Align “FIN 1—5 Reporting Instructions and Require-
ments” as a seeondary subdivision.

Add new primary subdivision 11 Forms Management'’
to major subjective -category “ADMINISTRATIVE
MANAGEMENT—MGT”.

Delete the subdivision “3-3 Forms Standardization and
Control”. ’

Change the symbol for Accident, Ground Safety “MII
3 to read “MGT 37. v

Delete the entry “Forms PUB 3-3" appearing under
“Control”.

Substitute “Forms Management MGT 117 for the
entries ‘“Forms: Control PUB 3-3" and “Forms; Stand—
ardization PUB 3-3".

Delete the entry “Forms PUB 3-3" appearing under
“Standardization”.

M’“"“



AFM 181—4A . 6 October 1958

2. Change references on pages 30, 32, 33, and 56 to the major subjective
category “FINANCIAL MANAGEMENT” to read “FINANCIAL ADMIN-
ISTRATION"”. The symbol for this category remaing “FIN",

3. The symbol 4% is used to indicate new or revised material in the text.

4. Insert the attached revised pages according to page numbers and remove
the corresponding pages.

5. After taking the necessary action, file this cover sheet in front of the
manual,

By ORDER OF THE SECRETARY OF THE AIR FORCE:

OFFICIAL: - THOMAS D. WHITE
Chief of Staff
J. L. TARR
Colonel, USAF
Director of Adminisirative Services

Attachments:
Pages 17-18, 23-24

DISTRIBUTION:
X
Air Force Records Center, 9700 Page Blvd, St. Louis t4, Mo._____. 25
Federal Records Center, GSA, King and Union Streets, Alexandria,
S 10
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,_. AIR FORCE MANUAL DEPARTMENT OF THE AIR FORCE
NO. 1814B Washington, 80 August 1961

Records Management

MAINTENANCE OF CURRENT RECORDS
AFM 181—4, 20 Febrvary 1958 is changed as follows:

1. Make the following changes by pen and ink:

Pﬁge Par!agmph Line(s) Action To Be Taken
‘4 el JChange “1), (2), (3), (b, (B), (8),”

o/ J J to “a, b, ¢, d, e, £.”

YT .13 5 & 6 Y Delete “Records Management Group.”
Vg YPitle 2 Change “Records” to “Correspondence.”
‘\{13 Figure 8 |Change date to “1 Jun 61.”

J14 16d 1 ”,Change “they” to “it.”

, VAdd “s” to “concern.”

v 46 vAppendix A Under “SUPPLY & SERVICES—SUP,”

change as follows:
1-1 Basis of Issue
: Accountahility
. Equipment Authorization
. Allowance Documents
Foreign Government
Loan, Donation and Exchanges
Rations

This change supersedes Interim Changes: 1, 25 November 1960; and 2, 25 May 1961.

DISTRIBUTION:
F: X: ‘
ATF Branch Military Personnel Records Center, 9700 Page
o Blvd., St. Louis 14, Mo. 25
b".\ ) Federal Records Center, GSA, King & Union Streets, Alex-
andria, Va. 10
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2. The % is used throughout the manual to indicate new or revised mate- .. ’
rial in the text. ~ )

3. Insert the attached revised pages according to page numbers and re-
move the corresponding pages.

REMOVE INSERT
Page Edition Date Page

1, 2 : 20 Feb 58 i, 2
9 thru 12 20 Feb 58 9 thru 12
15, 16 20 Feb BB 15 thru 20.5
17, 18 6 Oct 58
19, 20 20 Feb 58
25, 26 20 Feb 58 25, 26

4. After taking the necessary action, file this change sheet in the front of
the manual.

BY ORDER OF THE SECRETARY OF THE AIR FORCE:

OFFICIAL: CURTIS E. LeMAY
Chief of Staff

R. J. PUGH

Colonel, USAF
Director of Administrative Services

i : &



CHANGE AFM 181-4C

AIR FORCE MANUAL DEPARTMENT OF THE AIR FORCE
NQ. 181-4C ‘ Washington, 24 February 1964

Records Management

MAINTENANCE OF CURRENT RECORDS

AFM 181-4,.20 February 1958, is changed as follows:
1. Pen and Ink Changes:

Page Paragraph Line Aection To Take
l/iii Chapter 8 1 Delete “RECORDS” and substitute “COR-
‘ RESPONDENCE.”
{3 4c 4,5 Change to read ‘. . . will preclude their com-
‘ bination with standard-size records.”
v 7 12 9-19 Delete “However, . . . . project was com-
pleted.”
“7 13 7 Substitute “(AFDASB)"” for “(AFCAS-8).”
‘/10 15g(4) (a) 4-6 Insert a period after “reference” and delete
. “or to segregate . . . different retention pe-
riods.”
l/11 . 15g(8) “1 Substitute “Original” for “A copy.”
U2—3 Delete ‘‘including superseded plans.”
V4 Delete “general correspondence.”
‘/9—13 Delete “(Note . . . system.).”
\/14 16b g Delete “the offices served by.”
‘/14 16¢ 3 Delete “the offices served by.”
//20.1 19g Delete this paragraph, ‘including subpara-
graphs (1), (2), (3), and (4).
1/20.1 20 45 Delete “distinction and.”
'/él 26 2-5 Change second sentence to read “See AFR

205-1 and the implementing security direc-
tives before labeling cabinets containing
classified material.”

‘/25 82¢ 2 Substitute “114” for “14.”
76  34b 3 Substitute “AF Form 80" for “records control
schedule.”
DISTRIBUTION: F; X: MPRC (AF), 9700 Page Blvd, St. Louis, Mo 63132 ... .. 25

FRC, GSA, King & Union Sts, Alexandria, Va 22314 ... 10
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AFM 181-4C 24 February 1964

Page Paragraph Line Action To Take
!/35 : INV Add as primary subdivision: “7 Safety Pro-
: grams.”
/38f MGT : Delete primary and further subdivisions of
- “8 Ground Safety.”
39, OPS _ Delete secondary and further subdivisions of
: “2-5 Flight Safety.”
i Flight Delete “Safety ... OPS 2-5."
LA Ground Delete “Safety ... MGT 3” and all subdivi-
: sions.
: 66" Safety Delete present subdivisions and substitute
“Safety Programs ... INV 7.

;.

hrgg - 2, Page Changes. Remove pages 15 through 20, dated 30 August 1961, and insert the at-
£ tached revised pages. )
3

3. New or Revised Material. This is indicated by a .

4. Filing. After taking necessary action, file this cover sheet in back of the manual.

BY ORDER OF THE SECRETARY OF THE AIR FORCE

)

OFFICIAL CURTIS E. LeMAY
Chief of Staff -

R. J. PUGH

Colonel, USAF

Director of Administrative Services
: :

.o¥ BN




IMMEDIATE ACTION

CHANGE AFM 181-4D
AIR FORCE MANUAL DEPARTMENT OF THE AIR FORCE
NO. 181-4D Washington, 14 May 1965

Records Management

MAINTENANCE OF CURRENT RECORDS

AFM 181-4, 20 February 1958, is further changed as follows:
1. Remove pages 25 and 26, 30 August 1961, and insert the attached revised pages.
2, New or revised material is indicated by .

3. After making above changes, file this change sheet in back of the manual,

BY ORDER OF THE SECRETARY OF THE AIR FORCE

OFFICIAL J. P. McCONNELL
General, U.S. Air Force
Chief of Staff

R. I. PUGH

Colonel, USAF

Direetor of Administrative Services

DISTRIBUTION: F; X:
MPRC (AF) 9700 Page Blvd, St. Louis, Mo. 63132 25
Federal Records Center, GSA, King & Union St., Alexandria, Va 22314 ... 10




REPLY TQ
ATTN OF:

MR Mzﬁ’mdz\/

DEPARTMENT CF THE AIR FORCE .
HEADQUARTERS UNITED STATES AIR FORCE
WASHINGTON, D.C.

21 NOV 1966

AFDASB

sussc: Revised Procedures in AFM 181-k, Maintenance of Current Records , 3 Oct 1966

TO:

SAFAA AFDAS AFISI/ AFJAG AFNIA AFADF AFODC AFGWX AFSDC AFSPD AFXOP
AFCCS AFFRA AFISP—AFMSG AFAAC AFADS AFQAP AFPDC AFSLP AFSSS AFXPD
AFESS AFGOA. IDI AFNIN AFAAF AFADO AFOCC AFPCP AFSMS AFSTP AFXSA
AFCVS AFHCH AFNIC AFAEF AFAMA AFOCE AFPMC AFSME AFXDC AFXDO AFBSA
AFIGO AFNIE AFADA AFAUD AFOMO AFRDC AFSPP AFXJM AFTAC

(Records Representative)

1. We have received inquires concérning the provisions of the new
AFM 181-k. Following is a discussion of some of the general and specific
changes and the reasons for them, and should be passed on to all offices
of record. '

2. General. The manual was written for the majority of recordkeepers of
the Air Force. The provisions are based upon Govermment-wide standards
prescribed by the General Services Adminlstretion. Some of the procedures
end related terms that you have been familiar with have been changed or
broadened to coincide with these standards. The procedures are mandatory
unless the text of the specific procedure permits flexibility. Some pro-
cedures were purposely made flexible because of disgimilarities in record-
keeping practices due 1o variances in mission requirements, complexity of
documentation, volume of files, capebllity of records clerks, and similar
factors. We expect our records people at all levels to adjust these
permissive procedures to cope with local problems and exigencies.
Therefore, more freedom of action and the exercise of ingenuity in record-

-keeping should be permitited at the local level than was permitted in the
‘past. We urge that you carefully coneider the need for directorate-wide

standardizetion of these permissive procedures before imposing arbitrary,
mandatory practices on all recordkeeping activities.

3. Specific Procedures.

a. Offices of Record (Pars 4). The requirement to designate offices
of record was deleted. The guidelines to follow in establishing offices
of record assures that such offices are properly located. The preparation
of an AF Form 80 and the transmittal of a copy of that form to AFDASB and
the Directorate records representative per HOI 181-3 is sufficient notice
of the designation and establishment of an office of recoxd.

b. BSubjective Arrangement gPara 8f and Item 6, Figure 3}. Subjective
arrangement is not restricted to the Air Force Subjective Classification
System. The latter system is prescribed for the maintenance of correspond-
ence and other related documents which cannoct be filed in a more simple
arrangement. The policy reference file, arranged by subject toplc, is



one example of a locally devised "subjectively" arranged file of documents.
Some of you prefer to identify this arrangement as "alphabetic by name”
probably because (for demonstration of file coding purposes) the subjects
are preceded by alphabetic symbols or because the subjects are arranged

in alphabetical order. To achieve & more orderly arrangement, subjects
are arranged in slpbabetical order and then file codes are assigned--

in the Air Force Subjective Classificetiom System these are numerical

file codes; in other subjectively arranged records series they are
alphebetical file codes. Therefore, regardless of the file ¢

the primary arrangement (determined by how the records will most often

be requested) is by subject. Thus, the numerical file coding in the

Alr Force Subjective Classification System dces not mean the primary
arrangement is numerical; similarly, the alphabetic file codlng in

other subjectively arranged files does not mean the primary arrangement

is alphabeticel. We believe the designation 1s appropriate and should
cause no confusion as long as local subjective categories are not

assligned numerical codes similar to the Air Force Subjective Classification
Systen.

c. File Coding (Para 10a(1) and 1lha). The item number from the AF
Form 80 may be used %o code papers for filing in other than general corre-
spondence files. While this was prescribed in the previous edition,
guestion bas been raised as to the neceasity for coding large quantities:
of similar documents (bills of lading, special orders, etec.). Again, we
believe this provision should remein flexible and not be imposed upon
all offices of record. Certalnly, an office that accumulates only cne
basic series (e.g., orders) need not place a file code (item number) on
all orders to be filed. The procedure should be used only when it is
necessary to segregate and identify several groups of documents for
Piling and refiling.

d. Placement of AF Form 828 (Para 12a). The requirement that
disposition guide cards be placed to indicate ultimate disposition of
the related records was discarded because the system does not agree with
Government-wide filing practices. Guide tabs should be placed om the
left side (first position) of the file to introduce all records series.
Center {second position) guide cards are used to introduce major sub-
divisions of each records series, when necessary. Right (third position)
guides may be used t¢ introduce further subdivisions. Since the guide
card bearing the AF Form 82 also serves ss the locator guide card intro-
ducing each records series, it 1s logical to place that guide only in
the first (left) position. Furthermore, we found that records were not
being destroyed or retired on the basis of the position of the disposition
guide card but only after the AF Form 82 was referred to.

e, Describing Records in Colwim 5B of AF Form 80 (Pars 10a(2). The
instructions for describing records ch the AF Form OO by using vhe para-
graph title from AFM 181-5 has been changed to permit flexibility--the
title of the applicable paragraph or subparagraph of AFM 181-5 will be

2



used when appropriate. The primary purposes of the change is to permit
the AF Form & t0o describe more specifically the types of records in

each office of record since many of the paragraph titles in AFM 181-5
are general descriptions of groups of documents. For example, Item 1
of Figure 3--the title of the subparagraph in APM 181-5 (Files
Maintenance and Disposition System Records) is not used because it does
not specifically describe the records (AF Form 80) in the series.

f. Using Prong Fasteners (Para 13z and 17). The indiscriminate
use of prong fasteners should continue to be discouraged. However, there
are instances when their use 1s justified. When related papers cannot
be stepled because of their thickness, the use of prong fasteners is
preferred instead of rubber bands, paper and binder clips, pins, ete.
Also, when entire folders are frequently used awey from the files area,
prong fasteners may be used to prevent the loss of loose pa.pers within
the folders.

F. M. RENDINE
Documentation Systems Division

Directorate of Administrative Services
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AFM 1814

AIR FORCE MANUAL DEPARTMENT OF THE AIR FORCE
NO. 1814 Washington, 3 October 1966

Records Management

MAINTENANCE OF CURRENT RECORDS

This manval prescribes policies, procedures, and techniques for maintaining current records. It ex-
plains how to establish basically uniform, economical, and efficient practices for maintaining all
types of current records.

Contents
Paragraph . Page
Chapter 1. Objectives and Responsibilities
Why Records and Efficient Records Maintenance Practices are Necessary ___.____ 1 1
Supplemental Publications ______________________ 2 1
Duties and Responsibilities _._________.______.__ e 3 1
Chapter 2. Planning and Arranging Files
Where Records Are Located (Offices of Record) - ___ 4 3
Planning File§ oo _—_ b 4
Avoid Unnecessary Filing « oo e emmemem 6 4
Basic Types of Records Serijes ________.__________ S S q 4
Basic Filing Arrangements ______________________ —_ _— — 8 7
Air Force Subjective Classification System __________________ . ____________ 9 11
Files Maintenance and Disposition Plan (AF Form 80y ._______________________ 10 14
Files Disposition Controel Label (AF Form B2) oo oo mmm 11 15
Chapter 3. Files Procedures
Preparing and Using File Folders and Guide Cards ______ o coae___ 12 18
Preparing Documents for Filing oo 13 19
Classifying (Coding) Papers for Filing ____ i4 19
Cross-References ______ e 15 19
Sorting Reeords ____ 16 21
Filing Procedures _______ 17 21
Labeling File Drawers ________ (oo o i ————————— 18 22
Using Charge-Out Records (AF Form 614/614A) ____ e e 19 22
Filing Classified Records ___________________________ e~ 20 22
Files Cutoff Procedures e 21 23
Chapter 4. Filing Supplies and Equipment
Objectives 22 24
Standard Filing Supplies o oo oo 23 24
Standard Filing Equipment ___ .o e mm——mm———— 24 24
Nonstandard Filing Equipment and Supplies ___ e 2b 27
Procedures for Requesting and Controlling Filing Equipment and
Nonstandard Filing Supplies oo oo 26 27
This manual supersedes AFM 181-4, 20 February 1958, and AFL 181-4, 22 August 1966.
OPR: AFDASB
DISTRIBUTION: F; X: National Personnel Records Center {Military), 9700 Page
Blvd, St. Lowis, Mo. 63132 ___________ . __ ——
8t, Louis, Mo. 68132 _____ e o —————— 2D
Federal Records Center, Cameron & Union Streets, Alexandria, Va. 22314 - — ; 10
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Page
‘Figure A
: 1 Sample File Drawer _. o o e e __. 6
' 2 Alphabetical Divisions 10
‘ 3 TFiles Maintenance and Disposition Plan (AF Form 80) . _______________________..__ 18
| 4 Paper Authorized and Coded for File (With Cross-Reference
Designation) e 18
5 Cross-Reference Sheet, DD Form 334 ___ e e e 20
!Attachment
1 Air Force Subjective Classification System Master Outline . ___ . o __- 29
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AFM 181 4

Chapter 1
OBJECTIVES AND RESPONSIBILITIES

1. Why Records and Efficient Records Mainte-
nance Practices are Necessary. Records play a
vital role in managing and operating Air
Force activities. They serve as the memory
of the organization, a record of past events,
and the basis for future actions. Records

maintained systematieally will be complete,

easily accessible, and properly arranged to
serve current and future purpeses. Elim-
inating duplicate and unnecessary records
reduces the expense of handling and the cost
and amount of supplies, equipment, and office
space. Locating records properly within the
organization allows full use and eliminates
duplicating current records. Using the
proper supplies and equipment further en-
hances the files operations. The following
text contains procedures and criteria for at-
taining these goals.

2. Supplemental Publications. Command sup-
plements to this manual or other publica-
tions that change the basic policies, pro-
cedures, or formats prescribed herein are
prohibited. Forward a published copy of each
major command supplement or other publi-
cation that implements this manual, with
related forms, to HQ USAF (AFDASB).

3. Duties and Responsihilities.

a. Records Management Officers, appoint-
ed according to AFR 181-1, will:

(1) Exercise staff supervision over the
program to insure that:

(a) The policies and procedures pre-
scribed in this manual are complied with
throughout the command, and

(b) Corrective action is taken when
required.

(2) Coordinate and adjust command
records maintenance practices to insure ade-
guate documentation and to facilitate the dis-
position of records.

{(3) Insure the full and economical use
of equipment, supplies, and space for keep-
ing records (see chapter 4).

b. Records Officers, appointed in accord-
ance with AFR 181-1, are responsible for
monitoring the program at their headquar-

ters and its constituent elements. Reference =~

to records officers in this manual includes
those persons assigned the duties of a rec-
ords officer on a part-time basis. Specifically,
the records officer will serve as a consultant
to records custodians and records clerks in
carrying out the provisions of this manual
He will insure that all records are properly
identified on AF Form 80, “Files Mainte-
nance and Disposition Plan,” so that coerrect
disposition instructions are prescribed on
AF Form 82, “Files Disposition Control
Label.” {See paragraphs 10 and 11). He will
also review all requests for filing equipment
to insure proper use in compliance with para-
graph 26b.

¢. Records Custodians are officials in
charge of organizational elements which are
“offices of record.” (See paragraph 4.) They
are also responsible for the adequate mainte-
nance and appropriate disposition of the rec-
ords and for the proper procurement and
use of filing supplies and equipment in their
custody (see paragraph 26a). .

d. "Records Clerks« are individuals who
have been assigned the duty of maintaining
and servicing the files in an office of record.
To do this job effectively, the records clerk

must:
&
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(1) Know the functions of the office for
which the records are maintained.

i (2) Know what purpose the records are
t|° serve and adjust the filing practices ac-
cordingly, so that accurate and efficient ref-
i . f

erence service can be furnished the users of
the file.

3 October 1966

{(3) Know and apply the records main-
tenance and disposition procedures applica-
ble to the records he maintains.

(4) Consult with the records custodian
and, when necessary, with the records officer
regarding problems affecting the mainte-
nance and disposition of records.
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Chapter 2
PLANNING AND ARRANGING FILES

4. Where Records Are Located (Offices of Rec-
ord). Records are located at organizational
levels where effective documentation of as-
signed functions and responsibilities can be
assured—offices that have primary interest
in the subject matiter documented by the
records and the primary need to use the ﬁl@es.
These locations are known as offices of rec-
ord. Each office of record is responsible for
the custody and maintenance of the perma-
nent and temporary current records of the
offices it serves. For example, an office re-
sponsible for a specific aspect of “adminis-
trative management” such as “records man-
agement” has custody of all documentation
pertaining to that function. At that level,
documentation and reference requirements
can best be defermined. Thus, the functions
and responsibilities of the offices served by
the office of record are segregated and com-
pletely documented—this makes the files
more useful, Iimproves documentation of
funetions, and facilitates disposition of the
records. To insure conservation of person-
nel, equipment, and space; rapid and eco-
nomical filing and reference; and protection
of records, consider the following factors in
physically locating records:

a. Access. Insure that records are suffi-
ciently accessible to the using activities so
that maintenance of duplicate files is un-
necessary.

b. Security.

(1) Maintain classified files in approved
security containers or in space approved as
a secure room or alarmed area in accordance
with AFR 205-1.

(2) Provide other supplemental safe-

guards required to adequately safeguard clas-
sified documents.

¢. Space:

(1) Adequacy. Space should be adequate
for present and anticipated records mainte-
nance and service needs. To preclude filing
and finding delays and low work ocutput, con-
sider the following in determining the proper
amount of space required for files:

(a) The maximum gquantity of records
required to be maintained at one time; that
is, the volume of records on hand at the end
of the calendar (or fiscal) year plus the esti-
mated accumulation of the next year,

(b) The minimum number of file con-
tainers required to house the records in (a)
above. Floor space required for file con-
tainers is the space actually occupied by the
file containers plus essential acecess and work-
ing (aisle} space. (An allowance of 6 square
feet of space is normally adequate for a
letter-size filing cabinet.)

{¢) The minimum floor space required
for necessary desks, chairs, tables, racks,
storage cabinets, machines, ete., is based on
the space actually occupied plus necessary
access and working space.

{(2) Suitability. Space should be suitable
for requirements of the files operation. To
insure efficiency of operation, files protection,
and safety, health, and morale of records
personnel, consider the following:

(a) Ventilation and heating should be
comparable to that in other administrative-
type working areas.

(b) Lighting should be comparable to
that in normal office space—free from glare
caused by sunlight, exposed bulbs, or dis-
tracting reflections.
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i (¢) The floor should be strong enough
to support the weight of the files, equipment,
and personnel.

i d. Arrangement. Arrange files equipment
and supplies in collocation with files person-
nel to provide:

. (1) Direct and smooth workflow with a
minimum of travel, cross-movement, and
backtracking.
i (2) Placement of equipment as near as

practicable to the most users.

{(3) That the use of the records is
appropriate to the work involved, e.g., classi-
fied records are located away from windows,
doors, etc., to prevent unauthorized access.

.“; Planning Files. The files of an office of rec-
ord consist of one or more “records series.”
A “records series” is a group of documents
virith similar characteristics which is main-
tamed apart from other groups of records in
the office of record. The first planning step is
to separate the records into series. This will
reduce finding time by reducing the area of
search.

' a. When establishing records series, con-
sider the following factors:

‘ (1) Records have different retention re-
quirements.

~ (2) A large group of records of the
same kind serve the same purpose.

(3) Physical characteristics (nonstand-
ard size and shape) preclude filing with
standard size records—see paragraph Tg.
~ (4) Frequent, easy reference to a par-
ticular group of documents is necessary.

b. Following are examples of records more
effectively maintained as separate records
series:

i (1) Record sets and reference collec-
tions of publications.

1 (2) Control type records, such as index
cards, locator cards, mail control records,

document receipts, ete.
. (3) Records with short retention re-

tjuirements such as locator files of messages
and transitory and reading files.

|
l
!
|

i
i
H
i

!
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(4) Case or project files, such as civilian
and military individual personne] records and
claims and contract case files.

(5) Specific series of records maintained
as preseribed in a separate directive, i.e., nu-
merical and functional forms, bills of lading,
supply records, ete,

(6) General correspondence (subject)
files.

(7) Nonstandard size records such as
film, tape, disks, cards, and cartographic
media.

6. Avoid Unnecessary Filing. In an efficient fil-
ing system, all unnecessary papers are elim-
inated before they are filed. Following are
some of the means by which this is done:

a. Limit the creation of formal communi-
cations (i.e., use DD Form 95, “Memo Rout-
ing Slip,” “short-note” replies, etc., when-
ever possible—see AFM 10-1).

b. Limit the number of copies of each docu-
ment prepared to those which are specifically
required or requested or which serve a valid
purpose.

¢. Eliminate file copies of routine communi-
cations which require no record—do not pre-
pare file copies of:

(1) Each form and/or guide letter sent
when a simple notation on the incoming com-
munication will suffice—see AFM 10-1;

{(2) Routine
10-1; and
(8) Copies of letters furnished solely

for information purposes unless it is known
they will be subsequently referred to.

transmittals—see AFM

d. Limit “extra copy” files to those which
prove efficient to those offices having suf-
ficient justification for their maintenance.

e, Limit the technical reference material
received and filed to that which will be of
significant reference value.

7. Basic Types of Records Series.

a. Related Documents Files. Individual
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documents or groups of documents perform-
ing the same function or reflecting similar
or comparable transactions are filed to-
gether, e.g., bills of lading, requisitions, etc.
They are usually filed by name or number
and are terminated (cut off) either after a
specified length of time or upcen the occur-
rence of an event.

b. Case Files. These files are comparable to
related documents files described above but
reflect the “case history” of a transaction or
document a series of related actions concern-
ing a person, organization, location, product,
or thing, e.g., contract case files, master per-
sonnel records, research and development
project files, etc. Typically, a case file docu-
ments a transaction or relationship from be-
ginning to end. Accordingly, they are ter-
minated upon the occurrence of an event such
as contlet completion, retirement of an indi-
vidual, or completion of a project.

¢. Case Working Papers. These are short-
lived correspondence and working papers
accumulated in connection with specific case
(project) files, They include background and
working materials such as reference ma-
terials and data obtained for the case or
project, data analyses and summaries, drafts,
and other preliminary papers leading to final
results or findings. The most ecommon type
of working papers are routine requests for
reports or data on the ease or project, rou-
tine correspondence concerning the adminis-

" tration of case or project, extra copies of

documents or reference materials in the case
file, etc. Although these papers should be
segregated from the important case docu-
ments, they may be filed in the same case file
folder but segregated within the folder. They
may also be filed in separate folders and the
folders placed together within the file
drawer.

d. Routine Transitory Records. These are
short-lived records that do not contain pro-
cedural or policy matter applicable to the re-
ceiving office. Transitory records:

{1) Involve routine transactions;
(2) Do not contain information of con-
tinuing reference value; and

T
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(3) May consist of transmittal letters

or forms; requests for routine infermation,
publications, or supplies; communications
correcting reports or other minor corrections
to records; and/or documents not requiring
action by the receiving office.
The recognition and separate maintenance
of transitory material is important. Imme-
diately destroy transitory material which has
served its purpose rather than file it, Elimi-
nation of this material simplifies filing and
disposition—there are fewer papers to:code,
sort and file; reference to important papers
is easier and faster; and the need to “screen”
records at time of disposal is eliminated.
Chronologically maintain as a separate rec-
ords series that material to be of reference
value for 90 days or less. If the volume war-
rants using more than one folder, four fold-
ers may be used as illustrated in figure 1
(item 3). Use one folder each month. At the
beginning of each month, place the folder
used the previous month behind the other
three folders until all four folders have been
used. At the beginning of the fifth month,
destroy the contents of the folder in front
and reuse the folder for that month, ete.

e, Generel Correspondence (Subject) Files.
Each office of record will normally have a
separate correspondence file. This file consists
of originals and copies of communications,
memoranda, and related attachments. This
correspondence “invariably involves a: wide
variety of subjects and as a consequence can
best be identified and used if arranged by
subject. The prescribed system for the sub-
ject arrangement of Air Force corre-
spondence is the Air Foree Subjective Classi-
fication System found in paragraph 9 and
attachment 1.

f. Technical Reference Materials. These
materials may include copies of publications,
special reports and/or studies, periodicals,
etc., required by the accumulating office as a
“technical reference library.” These materials
should be evaluated and only those which are
current and will be of significant reference
value should be filed. They are usually main-
tained by offices such as those involved in
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statistical reporting, research, development,
and gathering and disseminating informa-
tion,

g. Extra Copy (Convenience) Files. These
are extra copy files of documents created or
received by an office in addition to those filed
in other established records series, i.e., copies
maintained only for convenience of refer-
ence. They should not be maintained by offices
unless there is sufficient justification for their
use.

(1) Reading Files, These are copies of
outgoing communications (letters, messages,
etc.) or other documents maintained for
ready reference, signature control, prepara-
tion of periodic activity reports, or similar
routine administrative reasons. (See para-
graph 4-5, AFR 205-1D, 5 May 1965.) }

(2) Policy Reference Files. These~ are
copies of selected documents reﬂectin'é poli-
cies, precedents, procedures, and '-n§{:ructions
governing the performance of the mission
and operation of the office. They are used as a
ready reference in conducting daily business
and as a means of indoctrinating new person-
nel. The file is kept current on a continuing
basis by replacing superseded documents, re-
moving obsolete documents, and adding new
documents,

h. Nonstandard Size Records. Nonstandard
size records such as card files, large maps and
charts, roll of film, tape recordings, etc., are
filed separately when their size and shape
preclude filing with standard size records
They may include:

(1) Still Pictures — occasionally re-
ceived prints may be filed with the regular
files whereas the negatives require special
housing and care for preservation.

(2) Sound Eecordings—some disks can
be filed with standard size records whereas
even a small volume of tapes must be filed
separately.

{3) Magnetic and Paper Tapes, X-ray
Films, and Microphotographs.
(4) Aerial Photographs.

(5) Engineering Drawings — may be
blueprints, diazo prints, pencil sketches, or
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tracings on vellum which require special re-
production equipment. Some oversize maps
and drawings can be folded and filed with
related papers in the regular files. However,
too many bulky folded papers” seriously
hampers filing and reference in standard
gize records. If more than 10 percent are
oversize, file them separately.

(6) Punched, Microprinted, and Micro-
film Aperture Cav;gts’f

8. Basic Filing IA{rungernents. After determin-
ing which records will be filed as separate
records series, select a method of arranging
each sgeries. The selected arrangement should
permit ease of filing and finding and pre-
clude the use of separate indexing systems,
whenever possible. Frequently, filing pro-
cedures for a specific series of records are
provided in the directive which preseribes
the records. However, when records are ac-
cumulated for which specific filing instruc-

~ tions are not prescribed, select one of the

following arrangements for the records
based upon the feature by which the records
will most often be requested. Within the
basic arrangement selected for the records
series, one or more of these arrangements
can be used for further breakdown or sub-
division of the series. For example, records
geographically arranged may be further ar-
ranged by organization; records filed by
subject are further arranged chronologically.
See paragraph 26a(3) for obtaining ap-
proval of patented filing and indexing sys-
tems.

NOTE: The office requiring the creation of specific
records may prescribe the filing system for the rec-
ords providing they follow these basic arrarigements.
If the system is rather common, it will be ineiuded in
this manual.

a. Numerical Arrangement. This system is
used to arrange records normally identified
and referred to by number, such as bills of
lading, requisitions, purchase orders, etc.
Other records, such as accounting documents
are more useful when arranged by allotment
number, (NOTE: As a general rule, with
the exception of subject codes, do not assign
numbers to documents for the sole purpose
of arrangement for filing. This practice re-
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qulres the establishment of additional in-
dexes to locate the documents.) The two most
cqmmon methods of arranging files by num-
ber are discussed below.

(1) Consecutive Numerical Sequence.
This is the conventional method of numer-
icfally arranging files—the numbers are ar-
ra{nged by their normal sequence, e.g., 1, 2,
3,‘ 4, ete.

11 (2) Terminal Digit Method. Using this
method, the digits (in groups of 2 or 3) are
read from right to left. They are arranged
ﬁrst by the last two or three digits (primary
gl;oup) then by secondary group, ete. The
f@llowing example of “128456" illustrates the
difference between the consecutive seguence
and the terminal digit methods.

Consecutwe Sequence Terminal Digit
‘12 34 56 12 34 56
A ,(\ A

| t—%J‘-— Primary. T \

|
ﬁ F -—L Secondary

‘ Tertiary—

NOTE Consider using the terminal digit method
when documents to be numerically filed have gaps in
thelr numerical sequence, have 5 or more digits, and
cons:st of 25,000 cards or papers or 10,000 case
folders This system speeds sorting and filing, re-
dices errors caused by transposition of numbers, and
permits better workload distribution.

tb. Chronological Arrangement. This sys-
tem is used to arrange files in date sequence
When the date is the primary means of ref-
erence It is the most useful method for
kgepmg documents in small, manageable
groups, usually by year, month, and day.
Chronologlcal arrangement is frequently
used in conjunction with other arrange-
ments Transitory, reading, and suspense
ﬁ}es are examples of records which are ar-
ranged by date.

| C. Geographical Arrangement, In this ar-
rangement, papers are filed by geographical
lofcation such as area, country, state, county,
ete. It is used when the geographical loca-
ti:on is the primary means of reference. Files
are arranged in alphabetical sequence first
bjr the name of the main geographical divi-
sion, such as a state, then by the next most
important subdivision required for reference
sui.lch as counties, cities, or names of bases.
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d. Organizational Arrangement., This ar-
rangement is used when the grouping of

documents by the name of the pertinent or- .

ganization is the primary means of refer-
ence. Organizational arrangement is funda-
mentally an alphabetical arrangement of
organizations as they relate to each other.
They are arranged by particular levels of
command and subdivided by subordinate ele-
ments arranged alphabetically and numer-
ically by the organizational designations, If
both name and number organizational desig-
nations are filed in the same group, file the
names in front of the numbers.

e. Alphabetical Arrangement, This ar-
rangement is used to file documents by name
of persons, companies, agencies, ete., in
alphabetical sequence. In arranging papers
alphabetically, disregard articles, conjunc-
tions, and prepositions but inclose them in
parentheses. Apostrophe s (’s) does not af-
fect filing arrangement; however, s apos-
trophe (s') does. Specific rules follow:

(1) Surnomes—arrange by names of
individuals in alphabetical sequence first by
surname, then first name or initial, and then
by middle name or initial. In filing, disre-
gard titles such as Jr., Sr., Dr., etc, but
inclose them in parentheses following the
name.

Example: Allen, A.
Allen, A. B. (Capt.)
. Allen, A. B. (Dr.)
Allen, Alice

(2) Hyphenated and Prefixed Surnames

—arrange as one word,

Example: Dalton Page, A. D,

D’Arcy Page-Lewis, S. M.
Dawes Pagella, T. M.
MacGinty - Van Burgund
M'Ginty Vancourtland

(3) Abbreviations and Names contain-
ing Numerals—arrange as though spelled
out,

Example: Assn ___.___________ Association
Mt o Mountain
19th __________ Nineteenth
St o __ Saint
10th . ___ Tenth
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{4) Names Consisting of Initials (Trade
or Coined Names of Firms)—arrange as one
word.

Example: OAR Chemical Company

0OAX Radio Station

PDQ@Q Messenger Service

- (5) Names Containing Words Denoting

Direction—arrange as one word.

. Example: South East __________ Southeast
West Side ___________ Westside

(6) Names of Institutions, Schools, and
Colleges Containing an Individual’'s Nome—
arrange by first name, (This does not apply
to companies and other business organiza-
tions.)
Example: Georgetown Hospital
George Washington University
John Hopkins University

(7) Organizational Titles Containing
Names of Individuals—arrange first by sur-
name of the first individual mentioned,
Example: Charles Brown and Henry Jones

Brown, Charles {(and HHenry
Jones)

Charles Brown and Company
Brown, Charles {(and) Com-
pany

{(8) Compound Geographical or Loca-
tion Words—arrange as written.

Example: Fort Monmouth Supply Company
Newark Provision Company
West Virginia Grocery Company
West Wellington Motors

(9) Identical Firm Names — arrange
first by firm name and then by location.

" Example: Brown & Company, Denver, Colo
Brown & Company, Los Angeles,
Calif
Republic Aviation Corporation,
Denver, Colo
Republic Aviation Corporation,
San Franciseo, Calif
(10) Chambers of Commerce, Boards of
Trade, Banks, Newspapers, etc., for which
the city is the identifying word—arrange
first by city with the state in parentheses
and then by name of the chamber of com-
merce, ete.
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Example: Chamber of Commerce, Wash DC

Washington (DC) Chamber
{of) Commerce

(11) Federal Departments and Subdivi-
sions—arrange by name disregarding the
parent organization.

Example: Department of the Air Force
Air Force, Dept (of the)
Executive Office of the
President—President, Executive
Office (of the)

(12) Stute, County, Municipal, or For-
eign Government Offices (such as depart-
ments, boards, bureaus, etc.)-—arrange first
by name of state, county, ete., then by name
of department.

Example: Police Department, Arlington
County, Va.
Arlington County (Va) Police
{Dept)
(18) Nongovernment Firms With

Names Beginning With “State, City, County,
Board of, Bureau of,” etc.—arrange as writ-
ten.

Example: City Office Supply Company

Committee (for) Hospitality

(14) Firms Operating Under More
Than One Name and Firms With a New
Name—arrange by most active or current
name, as applicable, and cross-reference
other appropriate names,

(15) Fraternal and Similar Orgoniza-
tions When Part of a Larger Organization—
arrange first by name and then by parent
organization,

Example: American Legion, Arlington Post,
Va. ‘

Arlington (Va.) Post, | Amer-
iean Legion :

(16) Indexing the Alphabetical File. In-
dexing an alphabetical file is accomplished
by placing guides to indicate the various di-
visions and subdivisions of the alphabet
under which each group of names falls, The
number of alphabetical subdivisions used in
a file depends upon the number of ‘names
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15 25 60
Div. Div. Division
A M A J Q A Co Gi Ki Mu Ro U
B N B K R Am Cr Gr L N s v
. ¢ P C L s B D H Le 0 Se A
D R D M T Be De He Li P Sch We
i F S E Me u Bi Do Ho M Pe Si Wi
| H T F N v Br E Hu Mar  Pi St XYZ
P w G 0 w Bu F 1 Me Q Su
| K H P XYZ € Fi J Me R T
I I Ch G K Mo Ri To
i
[ 100 Division
|
P A Bo Cor Et H J M P Se Tr
Al Br Cr F Ham John Man Pe Sh U
" Am Bro Cu Fi Har K McA Pi Si v
Ander Bu D Fo Hat Ke Me Pr Smith w
_Ar C De Fr He Ki Mi Q-R Sp War
B Car Di G Hi Kn Mo Ri St We
i Bar Ch Do Ge Ho K Mu Ro Sto Wh
: Be Ci Dow Go Hon Le N Ros T Wi
i Ber Co E Gr Hu Li Ni s Tho Wo
; Bi Con El Gro I Lo 0 Sch Ti XYZ
i 150 Division
|
| A Br Cu Fi Har Jones Man P Se v
" Al Bro D Fo Harr K Mas Pe Sh Ve
Am Bu Davis Fr Hat Ke McA Pet Si W
Ander Bur De Fri He Kel MecD Pi Smith Wall
- Ar C Del G Hen Ki McK Pr Sn War
At Car Di Gar Her Kn Me Pu Sp We
B Cas Do Ge Hi Kr Mi Q-R St Wei
! Baker Ch Dow Gi Ho L Miller Re Sto Wh
i Bar Che Du Go Hol Lar Mo Ri Sa Wi
i Be Cl E Gr Hon Le Mor Ro T Williams
| Ber Co El Gre Hu Lei Mu Ros Te Wilson
| Bi Con Et Gro Hun Li N Ru Tho Wo
E Bl Coo F H I Lo Ni S Ti Wr
| Bo Cor Fe Hal J Lu 0 Seh | Tr Xy
Cr Fi Ham John M Or Schm U Z

i‘ Bon

Figure 2. Alphabetical Divisions.

in the file and whether the materials fo be
filed by name are individual papers, cards,
case files, etc, As a general rule, provide an
alphabetical subdivision guide for each 10
to 20 name folders, or for each 25 to 50
n:ame cards. Standard sets of alphabetical
s‘llbdivision guides are available in a wide

r

[

variety of numbers of subdivisions. When
such guides are procured, specify “non-
terminal” alphabetical subdivisions, such as
those illustrated in figure 2. Use the number
of guides that makes searching the files
easiest, but remember that too many guides
defeat their purpose.

10 -
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f, Subjective Arrangement. This arrange-
ment is used when the grouping of documents
by subject is the primary means of reference.
The subjective arrangement of general cor-
respondence files (see paragraph Te) has been
standardized Air Force-wide (see paragraph
9). This standardized arrangement is known
as the Air Force Subjective Classification
System,

9. Air Force Subjective Classification System.
This system has been designed to arrange
and group correspondence and other related
papers described in paragraph Te by the
funetion to which their subJect _pertains,,
Exception: Small groups ~(léss’ thafi 10
papers) of documents with a retention period
of 1 year or less may be filed in the “ADM—
Office Administration” portion of corre-
spondence files created at major subordinate
command level and above and in all corre-
spondence files at lower levels when such ac-
tion facilitates reference and simplifies dis-
position,

a. Major Subjective Categories. All of the
functions performed by Air Foree activities
have been grouped into 25 broad categories
which are referred to as “major categories.”
A list and deseription of each major category
follows:

(1) ADM—OFFICE ADMINISTRA-
TION. This category is established for
classifying and grouping all documents ac-
cumulated in carrying out the inlernal ad-
ministration or “housekeeping” activities of
the office, as distinguished from those docu-
ments that are incident to the primary mis-
sion. For example, this category will consist
of:

(a)} Correspondence pertaining to the
administration of personne] assigned to the
office.

{(b) Records pertaining to charity
campaigns.

(¢) Local mail handling and control.

(d) Local security records.

Thus, this category serves as a convenient
means for segregating all nonmission corre-
spondence and related paper which should be
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tetained for one year at all levels of the orga-
nization—see Chapters 5 and 6, AFM 181-5.

(2) CIV—CIVILIAN PERSONNEL
ADMINISTRATION. This category includes
subjects relating to the functions affecting
civilian personnel including -classification;
pay administration; recruitment, employ-
ment, placement, and separation of civilian
employees; employee-management relations
and necessary employee services; career de-
velopment of civilian employees; participa-
tion in the programs of the Board of U.S.
Civil Service Examiners; and promotion and
administration of the Air Force employee in-
centive programs. All subjects pertaining to
civilian pay operations are correlated under
FINANCIAL ADMINISTRATION, Al] sub-
jects pertaining to civilian training are cor-
related under TRAINING except those con-
cerning the career development program.

(3) COM—COMMAND CONTROL
AND COMMUNICATIONS. The subjects in
this category relate to the management, con-
cept of operations, system processing, and
individual systems/progress for all Air Force
command and control matters. It also in-
cludes subjects relating to the establishment,
maintenance, and operation of facilities for
the electrical transmission of communica-
tions, fixed radio, wire facilities, and fre-
quency management.

(4) ENV—AEROSPACE ENVIRON-
MENT. This category includes subjects con-
cerning the total aerospace environment, such
as weather forecasting and observing, related
meteorological activities and services, solar
observing and forecasting, solar-terrestrial
affects, and related aerospace environmental
activities and services.

(5) FIN.-FINANCIAL ADMINIS-
TRATION. This category includes subjects
relating to the disbursement, collection, and
accounting for public funds; the operation of
the appropriation, expenses, cost, monetary
property, and international accounting sys-
tem; auditing for Air Force and industrial
accounts; budgeting; civilian payroll opera-
tions and subjects relating to nonappropri-
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e;:.ted funds, surety bonds, and reports of
survey.

| (6) INF—INFORMATION ACTIVI-
TIES This category includes subjects in-
volved in the internal and public information
program. It also includes subjects relating
fo external relations such as international
qrganizations and legislative activities.

| (7) INS—INSTALLATIONS MAN-
AGEMENT. This category relates to the con-
struction, maintenance, and operation of
facilities including land, buildings, other
fixed structures and their appurtenances;
family housing; and the related engineering
planning programs.

" (8) INT—INTELLIGENCE. The sub-
jects in this eategory concern the collection,
é,nalysis, exploitation, and dissemination of
intelligence information of military value.

"~ (9) INV_INVESTIGATIONS, IN-
SPECTIONS, AND SAFETY. The subjects
in this category relate to the investigations,
inspections, and safety systems. They reflect
the adequacy and preparedness of the Air
Force to accomplish its assigned mission; the
state of training readiness, discipline, moralé,
health, and welfare of units and individuals;
ground, flight, nuclear, missile, and explosive
gafety; and matters involving crime, other
violations of public trust, and subversive and
related activities within the Air Force.

(10) LEG—LEGAL ADMINISTRA-
TION. This category includes subjects relat-
ing to administration of military justice,
processing claims, legal assistance for mili-
tary personnel and dependents; legal opinions
and interpretations; patents; and taxation.
The Index in the “Digest of Opinions—The
Judge Advocates General of the Armed
Forces” may be used as a guide for subdivid-
mg “legal opinions and interpretations,” as
requlred Documents involving the render-
ing of an opinion, if acecumulated by other
than legal offices, should be classified accord-
ing to the subject matter of the opinion.

(11) MAP—MAPPING AND CHART-
ING This category relates to the develop-
ment collection, computation, production,
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and distribution of cartographic photog-
raphy, gravimetrie, geodetic, intelligence,
and other records. These records pertain to
Ajir Forece activities engaged in mapping,
charting, cartographic aerial photography,
aerial electronic surveying, and geodetic and
gravimetric surveying,

(12) MED — MEDICAL SERVICES.
This category includes subjects concerning
the general medical and health status of Air
Force personnel; hospital and dispensary ad-
ministration; professional services and
clinics; and veterinary services.

(13) MGT — ADMINISTRATIVE
MANAGEMENT. This category is used to
group functions, techniques, and activities

relating to the general field of management

as distinguished from specific management
functions. (Specific management functions
are covered by other major subjects cate-
gories.) Some of the subjects included in this
category are documentation and records
management; management planning and im-
provement; histories; postal operations; data
and reports management; and organization
of Air Force units.

(14) MIL—MILITARY PERSONNEL
ADMINISTRATION. This category relates
to the administration of military personnel
and their pay, welfare, recreation, and
morale. It also includes chaplain funections.
Subjects dealing with the training of military
personnel are found under the “TRAINING”
major subjective category. Correspondence
and other documents pertaining to the service
career of an individual should be filed in the
individual’s Field Record Group or the Com-
mand Personnel Record Group, as appropri-
ate, rather than in a subject file.

(15) MTN — MATERIEL MAINTE-
NANCE ENGINEERING. This category in-
volves preventive maintenance; servicing;
repair; medification; and related subjects
involving the maintenance of materiel.

(16) OPS—OPERATION. This cate-
gory refers to military air operatlons which
involve the preparation for and conduct of
air warfare. Flight operations during peace
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and war are included. Peacetime operations
also include subjects relating to maneuvers,
flights, exercises, war games, and related
activities. Be sure to distinguish between the
type of operations above and the subject
matter of other unrelated activities which
are designated “operations” in a general
sense. Sueh subjects should be classified
under the appropriate major subjective cate-
gory.

(17) PHO—PHOTOGRAPHY. This cat-
egory includes subjects relating to aerial
photography, motion picture and still pho-
tography, sound recording, and related pho-
tographic activities.

(13) POL—POLICE OPERATIONS.
This category relates to the enforcement of
law and order; the confinement, retraining,
and restoration of prisoners; and related ac-
tivities of directors of security and law
enforcement except “military security” which
is established as a separate major subjective
category.

(19) PRO—PROCUREMENT. This cat-
egory relates to the procurement of mate-
riel and services from sources outside the
Air Force by contract, purchase, and other
negotiations. It includes such related matters
as industrial resources, production planning,
and quality control.

{20) PUB—PUBLISHING AND PUB-
LICATIONS. This category covers subjects
concerning the preparation, printing, and
distribution of vpublications, forms, and
orders. Record and reference sets of publi-
cations are not to he filed in this category—
they are filed as separate series of records.

{(21) R&€D—RESEARCH AND DE-
VELOPMENT. This category includes sub-
jects representing areas and objectives of
research and development, The subdivisions
of this category are grouped to meet research
and development requirements and are based
on technical groupings.

(22) SEC—SECURITY. This category
is intended to cover the responsibilities and
activities of maintaining the National secu-
rity, and particularly the safeguarding of
classified information.
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(23) SUP—SUPPLY AND SERVICES.,
This category involves subjects dealing with
the storage, distribution, handling, and cata-
loging of suplies; and furnishing laundry,
commissary, and other services.

{24) TNG—TRAINING. This category
concerns the training of military and civilian
personnel and the education of dependents
in the United States and foreign countries.
Subjects concerning the training of civilians
as part of the career development program
may be subdivided under “CIV (Career
Development).” It includes subjects involved
in the various types of training that are con-
ducted, as well as those concerning the Air
Academy, reserve activities, foreign trainees,
and colleges and universities.

{25) TRS—TRANSPORTATION. This
category concerns the movement of cargo,
personal property, and passengers by com-
mercial and military land, air, and water
transportation. “

b. Subdivisions. Each of the major cate-
gories described above is subdivided by re-
lated subject matter. These subdivisions are
referred to as primary, secondary, tertiary,
and quaternary subjects or topics. The com-
plete list of subjeets is referred to as the
master outline. |

¢. Master Outline, The master outline in
atlachment 1 is intended only as a reference
guide in establishing a subjective file to meet
the specific requirements of the user. Sub-
jeets not speecifically provided in the master
outline may be added, Secondary and further
topics may be used as primary topies when
they represent the primary functions of the
office of record. Note that the subjects in the
master outline refer to correspondence or
other documents relating to the subject
rather than to the record itself, i.e., reference
to “military personnel records” in ‘“MIL”
relates to correspondence on that Subject
rather than to the personnel record itself.
Following are specific rules for using the
master outline:

(1) Use the master outline as the basis
for establishing a file—use only that part of
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the outline that meets your needs and add
new subjects as meeded. Select the major
categories that represent vour subject mat-
ter and use a minimum of subdivisions.
(Generally, two_major categories will be

_used by an office of record. ie. “Office Ad-
ministration—ADM" and the major category

representing the mission and responsibilities

of | the office.) For example, if only a small
“volume of records is accumulated under a
major category, use only the major category
as' a file title and, if necessary, selected pri-
mary subjects.

\

(2) Add new subjects (topies) only
when experience indicates reference rate and
volume of documents warrant a separate
subdivision.

~ (3) When numbering primary, second-
ary, and other subjects, assign your own
nuimbers in sequence under each major cate-
go;ry, as illustrated below.

E MIL 1 Assignment and Reassignment

! 1-1 Permanent Change of Station
‘ 1-2 Temporary Duty

; 1-2-1 CONUS

i 1-2-2 OQverseas

(4) Avoid setting up folders that will
contain only one or two papers. Subdivide
major and primary subjects only when refer-
ence rate or volume warrants.

_ d. File Outline. After choosing the appro-
- priate major categories and subordinate sub-
jects, prepare a file outline as part of AF
Form 80, described in paragraph 10 below.
Also, see figure 8 for examples.

e. File Coding. See paragraph 14 for de-
tailed instructions on file coding. In the Air
Force Subjective Classification System, file
codes consist of a combination of letters and
numbers representing a particular subject.
Subjects are assigned file codes to facilitate
classifying, sorting, and filing. The coding sys-
tem consists of a three letter symbol (short
title) for each major category and num-
bers representing the subdivisions. Dashes
. are used to separate the numbers, An ex-
. ample of file codes under this system follows:
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Major Category: CIV

Primary Subject: CIV 1
Secondary Subject: CIV 1-1

Tertiary Subject: CIV 1-1-1

10, Files Muaintenance and Disposition Plan (AF
Form 80). Now that the files have heen
properly placed in offices of record, records
series identified, and the appropriate filing
arrangement selected for each series, each
office of record must prepare AF Form R(.
This plan identifies all records for which an
office has responsibility—hboth general cor-
respondence files and other records series,
When used with AF Forms 82 described in
paragraph 11 below, this form provides a
comprehensive and efficient system for main-
taining and disposing of records.

a, Preparation, Prepare AF Form 80, in
duplicate, using both sides.
(NOTE ; Ttems 1 through ¢ are self-explanatory ex-
cept that both the office symbol and unit designatijon
may be entered in Item 1.)

(1) Column 5A. Start with number “1”

and consecutively number each series of rec-
ords on the “Plan.”

(NOTE: When the volume justifies, this
item number may be used to code papers for
filing in series other than correspondence
files—see paragraph 14.)

(2) Column 5B. Enter a brief, precise
description of each series of records, using
title of the applicable paragraph or subpara-
graph of AFM 181-5 when appropriate, If
necessary for series identification, list var-
ious documents iat_tfz‘}}gpggrigs. F;or records
series other than Subjectively satansod files,
the subdivisions may be assigned letters for
ease of identification, coding, and filing (see
Item No. 6 of figure 3).

(NOTE: If a group of records is not iden-
tified in AFM 181-5, use a brief title that
describes the file and its function.)

When records are maintained apart from the
majority of files of an office of record, enter
their location beneath the pertinent records
group. When records are not maintained in
filing equipment, also enter disposition in-
structions. When identifying general cor-
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respondence files accumulated at major sub-
ordinate commands and levels above, list the
“mission” and “office administration” por-
tions of the file as separate items. At all
other levels, list general correspondence files
as one item. Then, list specific subjects mak-
ing up each portion of the file (see figure 3
and paragraph 9.) List records series in the

sequence that best suits the needs of the

using office. Use unclassified descriptions or
if the subject/title/description is classified,
use abbreviated or short titles by using the
first letter of all words except articles, prej-
ositions, or conjunctions which may be
spelled out. For example, “Accountability
Records for Classified Documents (S)” would
be identified as “AR for CD (S).”

(3) Column 5C. Self-explanatory.

(4) Column 5D. Enter paragraph and
subparagraph numbers of AFM 181-5 pre-
scribing disposition of the records. If a para-
graph covering disposition of the files ean-
not be found, enter “None” and advise the
records officer.

b. Distribution. The office of record re-
tains AF Form 80 (original). Forward the

- eopy to the responsible records officer for

review and use in monitoring the mainte-
nance and disposition of the records con-
cerned.

¢. Review. Preparing AF Form 80 is a one-
time job. However, periodically review and
amend the form to insure that all files are
accounted for and that cited disposition au-
thorities are appropriate. Notify records
officers of any corrections, deletions, or ad-
ditions. Reaccomplish AF Form 80 only when
further corrections or additions cannot be
made.

d. Standardization. Some lower echelon
activities (such as base exchange units) ac-
cumulate, maintain, and dispose of like rec-
ords in the same way. In such cases,
standardization of AF Form 80 will save
time and money. The records management
officer approves proposed standard AF
Forms 80 hefore using activities prepare and
distribute them.
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11. Files Disposition Control Label (AF Form 82).
After AF Form 80 is prepared, the next step
is to prepare Files Disposition Control
Labels (AF Forms 82)—see figure 1—for
each records series listed on AF Form 80.

a. Preparation:
(1) Item 1 (Item Number and Title or
Description of Records Series). Enter infor-

mation from Columns 5A and 5B of AF
Form 80.

(2) Item 2 (Parograph Number from
AFM 181-5). Enter applicable information
from Column 5D of AF Form 80.

(3) Hem 8 (Cut-Qff Instructions). Indi-
cate day and month (omit year to permit
reuse of disposition guide card) or event
when records will be cut off as prescribed in
paragraph 21.

(4) Item 4 (Disposition Instructions
(After Cut-Off)). Enter the following infor-
mation, as appropriate:

(a) If the records series has a short
retention period and can be held in available
space and equipment in office of record unti)
eligible for destruction, enter the word
“Destroy’” followed by the retention period,
e.r., “Destroy after 6 months.”

~ (b) If the series is “permanent” or
subject to a long retention period, enter the
words “Retire to Staging Area” or “Retire
to Records Center,” as appropriate, followed
by the period of retention in the office of
record, e.g., “Retire to Staging Area after 2
years.” If the records are permanent, so
indicate; if the records are temporary, give
additional retention period, e.g., “Destroy
after 3 additional years.” If disposition in-
structions are too lengthy for inclusion in
this block, enter “See AFM 181-5."

(¢) If no disposition instructions have
been published, enter “None.” If instructions
are published later, cross out ‘“None” and
enter applicable instructions,

NOTE: When AF Form 82, Aug 61, is used, enter

“after cut-off”" after appropriate disposition instruc-
tions.

b. Use. AT Form 82 is printed on special
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s. FILES PLAN
e FILING ARRANGEMENT Mﬁmm
NO. TITLE OR DESCRIFTION OF RECORDS SERES (,,,,j,?,: E"‘m:::ﬁfm,b‘ gfd",:f;;n °ff'
A -Iphinuaﬁ_p ete.} ::t‘b-vsf”puf.'e::r{u .:::-)
L] B
1| Files Maintenance and Disposition Plan, AF Form 80 160303a
2| Records Shipment Lists Chronological 160303b
3| Routine Transltory Records Chronological 050102
4 | General Correspondence Files Subjective 050101h
ADM--0ffice Administration
1 Administration of Office Personnel
2 Office Supplies, Services, and Equipment
3 Securlty
MGT--Administrative Management’
1 Commnications (Written)
2 Program Supervision and Guidance
3 Records Management
3~1 Current Records Malntenance
3-2 Documentation Storage & Retrieval Systems
{See Item No. 5 for DS&R Projects)
3=3 | Records Disposiiion
5 | Documert ation Storage and Retrieval Projects Organlzational 1603034
6| Policy Reference Fileg Subjective 050202
A--Adnministration
B-=8ecurity
C«=Supplies and Services
D==Transportation
7 Bupervisor's Records of Employees Alphabetical 070302
8| Position Description Files Numerical 070303
9| Security Clearance Summary Records Alphsbetical 260110
10| Access Authorization Certificates Alphabetical 2601090
11| Begistered Dispatch Receipts Chronological 060201
12| Accountability Records for Classified Documents Chronological 26010l
:113| Room and Safe Security Control Records 260111a
(At ‘each main exit and on each safe)(Destroy when
superseding records are prepared)
14 | Reading Files Chronologilcal 050103
15| Suspense Records Chronological 060202¢
| AF fORM 80
Figure 3
16
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FILES MAINTENANCE AND DISPOSITION PLAN

DATE PREPARED

1. OFFICE SYMBOL OF OFFICE OF RECORD OR UNIT DESIGNATION

2. PREPARED BY (Name of records clirk}

3. TYPED NAME AND POSITION TITLE OF RECORDS CUSTODIAN

4. SIGNATURE OF CUSTODIAN
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paper stock which adheres to file guide cards
when moistened with water.dAffix this form
to tabs of guide cards preceding each rec-
ords seriesyWhen placed on guide cards,
these labels identify records filed behind each
disposition guide card and preseribe their
ultimate, disposition in accordance with au-
thorities from AFM 181-5 cited on AF Form
80MIt is important that all records following
a disposition guide card have the same reten-

tion peripd except as indicated In para-

graph 9.3These guide cards and labels are

“disposition” guide cards as distinguished
from “locator” guide cards described in para-
graph 12a.6(Do not use both “locator” and
“disposition” guide cards in front of a rec-
ords series because the disposition guide card
also serves as a locator.)¥These cards will
remain with cutoff files as long as they are
retained in the current files area.

(1) Replacement or Reuse of Cards.
Make new sets of cards as needed for cur-
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rent accumulations of each records series,
When noncurrent records are retired or de-
stroyed, reuse the disposition guide cards for
current accumulations.

(2) Exceptions.

{a) When it is not feasible to affix
AF Form 82 to a guide card for placing in
front of a records series, affix the labél to the
container housing the records. When the rec-
ords series is housed in more than one con-
tainer, affix the label to the first container or
to each container.

(b) Do not prepare AF Forms 82 for
records maintained for a period of time but
never placed in(ilifig equipmenty(such as safe
check and roo;n’ securify inspection records).
Instead, enter the. disposition instructions
immediately below the description of the
records qﬁ F Form 80 (see paragraph
10a(2)). /

/

‘ Lw’f-b Wt |
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12. Preparing and Using Guide Cards and File
Folders Obtain the standard guide cards, file
fo]ders, and labels preseribed in chapter 4.
Use them as follows.

‘a Guide Cards. As deseribed in paragraph
l}a, prepare and place a first (left) posmon
gulde card, with AF Form 82 affixed,
front of each records series, This guide card
a]so serves to “locate” or identify the rec-
ogds series. Guide cards may also be used
. within separate series of records to identify
and support portions of the file as required.
Tﬁrpe or print standard labels and attach
t}1:em to the guide card tab. Positions of the
gmde cards indicate levels of division and
subd.lvxsmon For example, in a subjectively
arranged file, a first position guide is used
to| introduce the major category, a second
posmon guide card may be used to introduce
the primary subdivision, and the third posi-
tl?n for further subdivisions. (NOTE: To

3 October 1966

Chapter 3
FILES PROCEDURES |

achieve a better balance of guides to folders,
in instances where the tertiary and further
subdivisions are numerous, place both the
major eategory and primary subdivision in
the first position, the secondary subdivision
in the second position, and further subdivi-
sions in the third position.} Do not retire or
discard guide cards when files are disposed
of but reuse them.

b. File Folders. Use file folders to group
related records together. Type or print iden-
tifying data on standard labels and position
the label on the folder to correspond to the
position of the related guide. Use only one

"type of label within a records series—use

only one color unless an additional color
serves a specific purpose, e.g., facilitates fil-
ing and reference by distinguishing between
case working papers and case files when the
folders are maintained together. In subjec-
tively arranged files, the data on the label

REPLY TO
arrnor:. AFXX

to: AFDASB

DEPARTMENT OF THE AIR FORCE
HEADQUARTERS UNITED STATES AIR FORCE
WASHINGTON, D.G.

supsct: Appointment of Local Security Officer

20330

1 July 1966

1. mmmmmmmmm

2. Xao0xx 1000000 XEXX 3000000 X000 J0D0OME J00EaaK .

Figure 4. Paper Authorized and Coded for File (Including Cross
Reference Designation).

b B
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will include the file symbol, subject title, and
year; e.g., “MGT 1-3, Maintenance of Cur-
rent Records, 1966.” In other records series,
the labetl will include the item number from
the AF Form 80, the identifying name, num-
ber, and/or symhbol of the file series, and the
year or inclusive dates, as appropriate. Place
folders behind related guides. (See para-
graph 17 for instructions on subdividing
folders.)

13. Preparing Documents for Filing.

a. Insure that documents have been au-
thorized for filing by the word “File” and
that the initials of the authorizing official
have been written on them as illustrated in
figure 4, (Certain documents upon which
current action is obviously completed do not
require file authority; examples are: Memo
for Record, classified document receipts,
large volumes of single-type documents such
as requisitions and bills of lading. In addi-
tion, specific categories of records may be
exempted from these requirements when
justified and approved by the records man-
agement officer.)

b. Insure that the file is complete and that
all attachments are retained or accounted
for.

¢. Insure that parts of another file are not
accidentally attached.

d. Destroy identical duplicate copies of

documents to be filed in the same records

series except the “originals” and “coordina-
tion (file) copies” of correspondence. Remove
all mail control forms and receipts, classified
cover sheets, envelopes, and memo routing
slips except those containing remarks of sig-
nificant record value.

e. Assemble documents for filing in the
same manner as the prescribing directive re-
quires for their creation, dispatch, and use—
with the latest action on top.

f. Remove rubber bands, paper clips, pins,
and other temporary fasteners. Mend, or
reinforce with transparent tape, all torn or
frayed papers.
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g. Staple related papers together in the
upper left corner. When the material is too
thick to use wire staples, use prong fasteners
to fasten related file material together.

14, Classifying (Coding) Papers for Filing. After
the papers have been prepared for filing, the
next step is to code or classify them. Classi-
fication segregates the papers into logical
categories for ease of filing and finding.

a. For other than subjectively arranged
files, use the item number from the AF Form
80 together with the identifying name, num-
ber, and/or symbol. In most instances, this
identification is already somewhere on the
paper. If the number, name, or symbol is
prominently displayed, there is no need to
mark the file code on the paper; if they are
not, underline or circle the identifying data
or write the appropriate file code in the
upper right-hand corner of the paper—see
figure 4. To code a paper for filing in item 9
of fizure 3, write the item number in the
upper right-hand corner of the paper and
underline or circle the name of the individ-
ual. Another example is a paper to be filed in
a records series with two major divisions and
several subdivisions, e.g., a file arranged by
“CONTUS” and “Overseas” and further ar-
ranged by name of the organization con-
cerned. If the paper shows only the organi-
zational name, write the item number from
the AF Form 80, the location (CONUS or
Overseas), and underline or circle the organi-
zational name. For papers to be filed in the
“Transitory” file, the item number from the
AF Form B0 is adequate classification.

b. In subjectively arranged files, first de-
termine the major subjective category that
represents the subject matter and the specific
subdivision if needed, For example, a paper
concerning the file classification system of an
organization would be coded “MGT 3-1" to
describe the category ‘“Administrative Man-
agement” and subdivision “Current Reec-
ords Maintenance.” See paragraph 9d for
further explanation of file coding.

15. Cross-References:

a. Use. When a paper to be filed has more
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i
1
j

i e 1 July 1966
INDEX: File #4B

101 AFDASB

rrom: AFXCT

FILED: ADM 3
| 1upexers abc

REMARKS:

SUNNARY, Appointment of Local Security Officer

DD ' 334

CROSS-REFERENCE SHEET

Figure 5. Exomple of DD Form 334, Cross Reference Sheet.

20
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than one subject, or other coding under
which it should be filed, or when a document
is brought forward to be consolidated with
another file, use DD Form 334, “Cross
Reference Sheet,” (illustrated in figure 5)
as a filing aid. Exzception: If extra copies of
the paper to be eross-referenced are available
or if “fast” copies can be conveniently made,
use them instead of the DD Form 334 (see
subparagraph ¢ below for preparation in-
structions).

b. Preparation of DD Form 3384, Cross
Reference Sheet.

(1) Date. Type the date of the document
being cross-referenced—day, month, and
year (e.g., “1l June 1966"). If no date is
shown, insert “NI)’ and approximate date.

{(2) Index. List all cross-references
which are marked. If more than one refer-
ence is required, use additional DD Forms
334 as needed.

(3) To. Enter name of individual or
organization to whom the document is
addressed.

(4) From. Indicate document origina-
tor.

(5) Summary. Enter subject line of
document being cross-referenced. If further
identification is needed, include names, serial
numbers, sums of money, or other supple-
mentary information.

{6) Filed. Enter file designation of the
document. For continuity cross-references,
place the new date (under which the docu-
ment will be filed) in parentheses after the
file code, e.g., “MGT 1-1 (1 Jan 66).”

e. Using Copies for Cross-References.
When extra copies are used for cross-refer-
ences, mark them as illustrated in figure, 4.
Circle the file code to indicate where the
extra copy is to be filed as a cross-reference.
When “fast” copies are to be used, mark the
record copy as illustrated in figure 4 before
making the “fast” copies. Circle the cross-
reference file designation on the copy to indi-
cate where it will be filed as a cross-refer-
ence. For continuity cross-references, indi-
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cate the date under which the document will
be filed as prescribed in subparagraph b(6)
ahove,

16. Sorting Records, Sorting is the procedure
for arranging records in proper sequence to
facilitate filing. It also provides ready refer-
ence to the records if they\g'l;teneeded before
actual filing in the appropriate~folders. The
extent to which records need to be sorted
depends upon the volume and filing arrange-
ment. See paragraph 24g(3) for types of
recommended sorting devices.

a. Subjective Files should be sortéed and
arranged first by major subjective category.
Then, sort each major eategory into primary
and secondary subdivisions as required.

b. Alphabetical Files may be sorted, if the
volume is small, by arranging papers to the
first letter of the surname only. For larger
collections, it may be necessary to sort
papers to the first several letters under
which the papers are to be filed. When this
is necessary, the alphabetical subdivisions
contained in figure 2 can be used as a guide
or basis for labeling the sorting equipment.

c. Numerical Files may be sorted, if the
volume is small, by the basic numbers 0
through 9, e.g., in groups 1-999, 1000-1999,
2000-2999, etc. If the volume is large, sort
each group into hundreds, then each hundred
group into tens, etc. Numerical labels on
sorting equipment from 0 through 9 can be
used to represent tens, hundreds, thousands,
ete. For example, 9 may also represent 90,
900, 9000, ete. Sort documents to be filed by
terminal digit into groups from 00 to 99 to
make 100 groups. If filing is to be by the
primary group only, arrange the subsequent
digits of the whole number in conventional
numerical sequence within each primary
group. However, if further sorting is re-
qQuired, sort each primary group by the first
digit of the secondary group and each result-
ing group by the second digit of the second-
ary group. Subsequent digits are filed in con-
ventional namerical order within each group.

17. Filing Procedures. Match the file codes of
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the papers with the folder labels before
placing papers in the folders. File the papers
loosely in the proper folders with the latest
date in front. Avoid fastening papers to
:folders with prong fasteners unless the
folders are frequently used away from the
ﬁles area. When filing papers in folders with
prong fasteners, do not punch and fasten the
papers until the folders are charged out.
Keep folder labels visible by neatly arrang-
ing papers in the folders. When the contents
bf the folders increase to the peoint that
papers begin to obscure folder labels, crease
the bottom of the front folder leaves at the
scored expansion lines to increase the
capacity of the folder. When folder content
reaches %) inches, either (1) add a new
folder bearing the same file designation in
front of the full folder and show inclusive
dates on the folders or (2) subdivide the con-
tents of the folder, if practical, by adding
new file designations. Prevent “overcrowd-
ing’ the files by allowing at least four inches
of space in each active file drawer to permit
sufficient working space. Avoid cluttering the
files by filing bulky material in equipment
suitable to its size and filing cross-references
with the related file papers. Mark the bulky
material to indicate location, file code, and
any additional information which will
readily identify it with the related papers in
the regular files.

|

18. Lakeling File Drawers. Identify the con-
tents of each file drawer on the file drawer
label. Normally, each drawer label will in-
clude titles of the records series or seg-
ment(s) of a records series and the years
covered, eg., “Special Orders (Series G),
1966.”" See AFR 205-1 and local implement-
z;ng security directives before labeling cabi-
niets containing security classified material.

19. Using Charge-Out Records {AF Forms 614
and 614a). Prepare AF Forms 614 or 614a
to place in the files as a substitute for papers,
folders, or 5” x 8” cards borrowed or per-
manently withdrawn from the files. Office
identification (symbol, abbreviation, etc.)
%md telephone number of the individual
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charging out the records may be included on
the form if needed. File AF Forms 614 and
614a so that the “OUT” portion is visible.
This facilitates identification of charged out
files and expedites refiling them, For per-
manently withdrawn files, the identifying
data may be rubber-stamped if the volume of
withdrawals warrants. Consistent use of
these forms eliminates much wasted effort
in searching for documents while they are
out of the files.

20. Filing Classified Records. Safeguard classi-
fied files according to AFR 205-1. File classi-
fied records separately, except when it is nec-
essary to maintain the continuity of a par-
ticular transaction or event, or the volume
of unclassified material is too small to justify
establishing separate files. Indicate on the
folder the highest classification of the rec-
ords filed therein (see chapter 3, AFR
205-1). Otherwise, label and file designations
should be the same in all other respects as
the folders containing unclassified material.
Folders containing classified material must
be filed in equipment authorized for each
classification (see chapter 5, AFR 205-1).
If folders containing classified material are
to he filed with folders containing unclassi-
fied material, place each classified folder
directly behind the folder containing un-
classified material of the same type. When
classified and unclassified material are filed
in the same filing cabinets and additional
filing space is needed, segregate the classified
and unclassified material and file in sep-
arate cabinets to avoid procuring additional
approved security containers. When there
are both classified and unclassified folders on
the same subject maintained separately,
place a cross-reference in both folders, When
a classified document is to be added to a
voluminous unclagsified file, substitute a
cross-reference sheet for the classified docu-
ment and file the classified document sep-
arately in available approved security con-
tainers. Do not include any classified
information on the cross-reference sheets
that are to be filed in an unclassified file.
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21. Files Cutoff Procedures. Files “‘cut off” is
the segregation of active and inactive files,
Established periodic cutoff of files is essential
to effectively control records accumulations
and their growth and to facilitate economical
disposition in convenient blocks. At least
annually, records clerks will cut off files and
segregate inactive files from active files;

dispose of files eligible for retirement, trans-

fer, or destruction (see AF Forms 82); and
" destroy all noncurrent technical reference
materials (see subparagraph f below).

a. For files maintained on a calendar year
basis, cut off on 31 December of each year
and establish new files the next day.

b. For files maintained on a fiscal year
basis, cut off the files at the end of the appli-
cable fiscal year and establish new files the
following day (or on the first day of the new
fiscal cycle). For example, when fiscal year
1966 is established to include 1 July 1965 to
80 June 1966, cutoff would be on 830 June
1966 and fiscal year 1967 files established
the next day—1 July 1966, ete.

¢. For files with a retention period of less
than one year (or when the volume and
reference value require that only a portion
of the file be kept active) maintain them on a
daily, weekly, or monthly basis,,cut them off
on that basis, and dispose of after their au-
thorized retention period. For example, iarge
accumulations of records which are dispos-
able after six months, could be cut off at the
end of each month, a new file started the
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next day, and the cutoff files disposed of
after six months.
d. Records subject to audit or inspection
may he:
(1) Cut off as of the closing date of the
period covered by the audit or inspection, o
(2) Maintained on a calendar or fiscal
vear basis and either: :

(a) Flagged by using a file guide to
faeilitate disposition of that portion of the
file which has been audited or inspected, or

(b) Retained for a sufficient period of
time to insure that all audit and inspection
requirements have been met before the rec-
ords are disposed of.

e. Files maintained as “case” or “project”
files are cut off upon the occurrence of a cer-
tain event, such as separation of personnel,
final contract payment, or project comple-
tion. Upon cut off, place all completed or
closed case files in an inactive file. (Unless
otherwise specified in AFM 181-5, maintain
inactive files on an annual basis.) Then,
remove and dispose of the-oldest inactive file
and case working papers as authorized in
AFM 181-5.

f. Since there is no established cut off for
most technical reference materials, dispose
of them in acecordance with AFM 181-5 when
they are superseded, obsolete, or no longer
needed. At least annually, review these
materials to determine that they are current,
thus insuring their usefulness. (See AFR
5-31 for guidance on maintaining pablica-
tions.)
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Chapter 4
FILING SUPPLIES AND EQUIPMENT

22. Objectives. A continuing objective is to
provide for the proper, complete, and eco-
nomical use of filing supplies and equipment.
* Filing supplies and equipment used by Air
Force activities will be the most economical
possible to meet filing requirements. Do not
request filing equipment solely to improve
appearance, office decor, status elevation, or
because of the desire for the latest design or
more expensive types. Maintain only the ma-
terial needed to conduct current business in
filing supplies and equipment in office space.
(See TA 006 for additional standard allow-
ances and use criteria. See paragraph 26
before requesting the equipment described in
paragraphs 24 and 25 below.)

23. Standard Filing Supplies. The following
items are to be used by all Air Force activi-
ties as required. (See paragraph 25 for guid-
ance when these supplies will not meet filing
requirements.)

a. Folders. Exceptions to the use of the
following standard folders may occur when
supply activities furnish the user with non-
standard items such as manila folders of
comparable size and comparable or lighter
weight.

(1) Kraft folders will meet the major-
ity of filing requirements since most records
are current for a relatively short time before
they are retired or destroyed. The standard
kraft folder will be 147-pound, 11 point,
natural color, vertical, flat type, blank, bot-
tom scored for 34" expansion, reinforced top,
and square cut:

(a) Letter Size: FSN 7530-663-0031

9" XL 5,85 pow 106 (Rpbs 5118

{(b) Legal S{ze: FSN 7530-200-4308,
9]/2" X 143/1“" ﬁ//_’)a F,La—/ao

(2) Pressboard folders are authorized
only for case and project files and then only
when the kraft folder will not withstand the

. added volume and/or use. The standard
"* presshoard folders are flat-type, gray, blank,
" vertical, one-inch expansion, with self tabs,

and square cut: g24—-89%1
{(a) Letter Size: FSN 2530m3&6==!#20,
914" x 11847 BIBSO j5~=100 o aea

{b) Legal Size: FSN 7530-2624=58645;
L" X 1434." 8 1yuho po~s59
" b. Guide Cards. (See paragraph 24e for
shelf-filing guide cards.) The standard guide

cards are gray presshoard, one-third cut, self
tab, without lower projections, all positions:

¢, Labels:

{1) Gummed folder labels, blank, 334"
x 114,” in perforated fanfold strips, 500 to
a box, available in several colors, FSN 7530
223-6606, —6607, —6609, —6611, and 7530-
550-5926, depending on color. /5¢€ be¥(526)

(2) Pressure-sensitive (self adhering)
labels, in sheets of 8 labels (248 labels to a
box), 814" x 14,” available in plain white or
white with 34.” wide identification strip in
various colors, FSN 7530-577—4368 through

»
4
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o e.{‘
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(1) Letter Size: FSN 7530-989-0683. J:Mf
(2) Legal Size: FSN 7530-082-2685. /& 3¢

7530-577-4376, depending on color. 4 6 ¢ guar & '( F b‘)‘

24. Standard Filing Equipment. The following
items are to be used by all Air Force activi-
ties as required. (See paragraph 25 for guid-
ance when standard equipment will not meet
filing requirements.)

a. Vertical Filing Cabinets. Maintain only

24
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material needed to conduet current business
in these cabinets in office space. Filing cabi-
nets are gray-finish steel, upright, 5-drawer,
1 drawer wide, 57145” high, and 28" deep.
(1) Letter Size (15" Wide): FSN 7110~
286-3799. & §7.00 (3798 wylechv £6Q:00)
N (2) Legal Size (18" Wide): FSN T110-
' 286-3797. Use only when at least one-fourth

of the documents are legal size. Smaller
. quantities of legal size documents will be

b
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has not been included in the GSA Stores
Stock Catalog; therefore, Air Force activi-
ties maintaining machine lists may locally
procure these cabinets and guide cards.
Among manufacturers of the “jumbo” file
cabinets are All Steel Equipment Company,
Art Metal Company, Art Steel Company,
Atlas Stenci] Files Corporation, Cole, Gen-
eral Fire-proofing, Shaw-Walker, ete. The
following pressboard binders {with punched
-cloth hinges) listed in the GSA Stores Stock

folded to fit letter size cabinets. Hgo.0 ;(_—??‘36%7’ Mg’batalog are most satisfactory for maintain-

b. Card Filing Equipment:
(1) For 8" z 5" and 5" x 8" Cards.
(a) Gray enameled steel cabinets with
167 deep drawers with compressor, label
holder, and pull; four removable feet; stack-

ing slots and interlocking lugs. One-drawergs oo

units: FSN 7110-273-8770 (3” x 5"y an

FSN 7110-273-8772 (5” x 8”). Two-drawer

units: FSN 7110-273-8774(3” x 5”) and
4

FSN 7110-273-8776 (5" x 8”).
(b) Gray steel upright cabinets:
‘1. For 3” x 5" cards, 10 double
drawers, FSN 7110-269-8451. —&/¢%.2%5
2. For 5” x 8" ecards, seven double
drawers, FSN 7110-273-9512. £ 95,00
{(2) For 314" x 734" EAM Cards.
{a) Ten double drawers, holds 66,000
cards, FSN 7110-273-9459. —/(3,00
(b) Eleven two-compartment draw-
ers, holds 82,000 cards, FSN 97110-132-
6496.% /946 ¢
(¢) Two-drawer unit with compres-
sors and stacking slots, 16” deep.

c. Cabun for Maps, Plans, and Draw-

ings. Kive-drawer cabinets, 1534” x 417"
%‘,0%53'%,” with waterproof fabric drawer
covers, FSN 7110-205-08215Separate base

o (FSN 7110-205-0822) and top (FSN 7110-

a .0 (F ;
g J;} 7206-0823) units are available.
5 1407

'H. Cabinets for Machine Listings. These
cabinets are “jumbo” file cabinets {18114.,"
wide, 145%,” high, and 25'%.” deep),
three-drawers with “follow blocks” which
hold listings in an orderly vertical position
when filed in appropriate binders or sepa-
rated by presshoard guide cards. This item

ing machine listings:

(1) 11”7 « 17, FSN 7510-281-4310 (3"
capacity, with fasteners). Z7.70

(2) 11”7 x 14%,” FSN 7510-582-5488
(without fasteners)., & 4~ vy

e. Shelf Filing. The standard shelf filing

‘f"%abinet units described in (3) below may be

more appropriate than filing cabinets for

§2filing certain material.

(1) Use. Shelf filing is most adaptable
to records that are alphabetically or numer-
ically arranged such as case or project files.
Consider shelf filing when these records total,
or are expected to total, 200 linear feet or
more, and when:

(a) The filing station is in a relatively
permanent location.

{h) The purchase of new filing equip-
ment is contemplated.

{¢) Additional space for filing opera-
tions is required and only a limited amount

. of space is available.

{d) The area is relatively free from
excessive dust and is not subject to infesta-
tion by rodents and vermin. When these con-
ditions prevail, consider standard filing
cabinets,

(2) Factors to Consider. Under the
ahbove conditions, shelf filing equipment costs
less than standard filing cabinets, requires
less office space, and permits ease of filing
operations. Below are specific factors to con-
sider when planning for shelf-filing:

{a) Records—-must be easily main-
tained and referenced in shelf filing equip-
ment,

25
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.. units have kncockout holes to permit fasten-

) i
ni, 5 ‘r"ﬂ:f “
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(b) Cost. Open shelf filing units cost (a) Lette'r Size. 34 ‘ .
considerably less per linear filing foot than 1. Three-shelf opening (363" x 14"

standard filing cabinets. For example, a  x 38”), FSN 7110-817-0646, with built-in .
seven-shelf unit costs approximately half that  base (3634” x 14” x 42”), FSN 7110-817- -
of a standard five-drawer filing cabinet. 0657,

(Closed shelf filing is not recommended be- 2. Seven-shelf opening, with built-

cause the cost is considerably more than  in base (8634” x 14” x 84”), FSN 7110-817-

standard filing cabinets.) 06655 or w1th postmg shelf, FSN 7110-817- -
(¢) Space. Shelf filing is used pri- 0641

marily when space is a problem sinee it pro- (b) Legal Size.

vides better use of space than standard filing 1. Three-shelf opening (3634” x 17" .

cabinets. For example, floor space for 80 X 38”), FSN 7110-817-0671; with built-in
linear feet of files requires 14.3 square feet  Dase, (3634” x 177 x 42”) FSN 7110-817-
of shelf units versus 23.3 square feet for 0662—7 3‘{”.0

drawer type units—39% more space for 2. Seven-shelf opening, with built-
drawer units. A 7-shelf unit has 21% more  In base (364" x 17”7 x 84”), FSN 7110-817-
linear feet filing capacity per square foot of 0669 or with posting shelf, FSN 7110-817- .
space than a 5-drawer filing cabinet. Aisle 0667. et 15

space for operating shelf type units is a (4) Shelf Filing Accessories. In addi-
minimum of 30 versus a minimum of 36”  tion to the items listed below, it may be
for drawer type units. However, floor load  pecessary to obtain a step stool for access to

should be carefully checked for adequacy upper shelves, depending on the height of
and file units placed in a safe load carrying the units.

location. {a) Guide erds Gray presshoard,
(d) Filing Operations. In shelf filing | |calendered, Type III, V% cut, self tab, all posi- .
equipment, removing and replacing folder§ \Xtions with metal shelf hook: Letter size, FSN «‘SD
and 1em0v1ng and inserting papers fastened ' 7530-988 9787) (approximately $5.75 perd¥
to folders is 20% to 30% faster than infp hyndred); legal size, FSN 7530-988-97887

drawer type equipment. However, inserting (approximately $6.50 per hundred).
and removing loosely filed papers is slower (b) Folders. Use the standard kraft

in shelf filing than drawer type units since P . . ;
olders prescribed in paragraph 23a(l) in
the folder must be removed from the shelf— shelf filing equipment. For better visibility,

Papers can be dropped into folders remaining label the folders on the extreme right tab to
in drawer type units, Compactness of shelf provide left to right order. .

filing also results in less walking distance o
to ﬁg]es. & (c) Dwiders, Metal dividers are sup-

plied with the equipment to support folders
and guide cards. However, if additional
dividers are necessary, use the following:
1. Letter size, FSN 7125-819-4245.
2. Legal size, FSN 7125-819-4246.

f. Containers for Safeguarding Classified

(e) Appearance., Untidy recordkeep-
ing is easily seen in shelf units whereas un-
tidiness in drawer units is hidden when
drawers are closed.

{(f) Security. Shelf filing units are
not authorized for storage of classified mate- : shi ) L
rial unless the units are located within a  Materiel. Maintain classified material in con-

secure room or alarmed area (see AFR 205  tainers or areas prescribed in chapter 5,
1). AFR 205-1.

(3) Shelf Filing Cabinet Units. These & Equipment jor Easier and Faster Filing.
Use of the following items, as required, ean

ing the units together side by side, back to  Savetime and facilitate filing.

back, or “stacking.” (1) Filing Stools—make filing in upper .

26
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and lower drawers easier: FSN 7110-634-—
9617 (14" high, with casters) and FSN 7110-
634-9618 (26" high, without casters).

(2) Filing Shelf—holds papers for filing
and attaches to file drawer handle, vinyl
bumper protects drawer finish—FSN 7520-
634-5922 (123" x 11”).

(38) Sorting Devices. When the volume
of papers is small, desk trays, a table, or deﬁk
top ecan be used for sorting. However, a
sorter is recommended for most small filing
operations. It has a series of dividers, three
to four inches wide, each hinged to a flat
base. Tabs ecan be labeled and inserted as
required. A 24-division sorter will generally
meet the sorting requirements of a smazll
office of record. Sorters with more divisions
are available—some equipped with a sliding
base mechanism. Other sorting equipment is
available containing horizontal or vertical
dividers. Also, rack sorters can be con-
structed to meet most sorting requirements.

25. Nonstandard Filing Equipment and Supplies.
As used in this manual, any filing equipment
and supplies not listed in paragraphs 23 and
24 are “nonstandard.” They will be pro-
cured only when the need for such equip-
ment and supplies meets the criteris and re-
quirements in paragraph 26 below.

26. Procedures for Requesting and Centrolling
Filing Equipment and Nonstandard Filing Sup-
plies. To insure adequate control and proper
use of filing supplies and equipment, all Air
Force activities will follow the procedures be-
low. Commands may impose additional con-
trols, as required, to meet these objectives,

a. Records Custodiens will insure that the
following actions are taken before request-
ing file equipment or nonstandard filing
supplies,

(1) General:

(a) All records are identified on AF
Forms 80 and 82 and are maintained ac-
cording to this manual.

(b) All temporary records eligible
for destruction have been destroyed.

(¢) All noncurrent records not eligi-

AFM 181-4

ble for destruction have been retired to the
records staging area or records center.

{d) Filing cabinets, including top and

. bottom. drawers, are being fully used for
-Material needed to conduct current business.

27

—-'('Ef ‘Al current records are main-
tained in the most economical equipment,
such as shelf files,

(f) All security filing cabinets not
being used for eclassified material have been
exchanged for nonsecurity type filing cabi-
nets,

(2) Requests for Powered or, Other
Mechanized Filing Equipment: .

(a) Factors. Consider the following
factors when planning the use of mechanized
filing equipment:

1. The system for which the equip- .
ment is intended is well established and not
likely to underge changes which. would
eliminate the need for the equipment.

2. The site where the records are
to be maintained is suitable. Because of the
weight of the equipment, it may be necessary
to reinforce floors or even preclude' its use
in some buildings. Also, insure that adequate
electrical current is available to safely oper-
ate the equipment.

3. The proposed equipment will
house a large concentration of records that
need to Le accessible to one individual at a
time. If several persons need to reference the
file at the same time, mechanized equipment
is not practical and cannot be justified.

4. The filing station is in a relatively
permanent filing location.

5, Since none of this equipment of
this type is authorized to be used for storing
security classified material, insure that ade-
quate security precautions - are taken—see
AFR 205-1.

6. Adeguate maintenance and repair
facilities are available. ‘

(b) Justification. If all of the above
conditions are met, the equipment may be
requested provided that the request includes
specific evidence that the justification meets
one or more of the following criteria and the
total savings to be realized exeeeds the differ-
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elice between the cost of standard and me-

cﬂanized filing equipment when prorated.

over a three-year period. (NOTE: Consult
w1th various representatives (vendors) of
commermal firms to obtain up-to-date infor-
matlon on the capabilities, limitations, and

costs of the equipment that appears to be -

suitable for your requirements. Spescific
equipment, identified by manufacturer, make,
model ete., may be requested but a commit-
ment must not be made before approval by
the records management officer.)

1. Manpower Savings—one or more
positions (either existing or budgeted for)
w1ll be eliminated.

2. Space Savings — space saved
through the use of the equipment will be used
for other essential operating functions.

3. Work Production—any predicted
increase in workload capability is based upon
provable and current workload data.

;‘ {3) Requests for Use of Patented Filing
and Indexing Systems. The use of filing and
indexing systems which have been patented
by the manufacturer or are protected by pro-
prietary rights is prohibited before HQ US-
AF (AFDASB) approval. Requests for such
systems should include a description of the
system, name of manufacturer, and the rec-
orclls to be maintained thereby.

! (4) Requests for All Other Nonstandard
Equipment and Supplies. These requests will
include specific evidence that standard equip-
ment or supplies will not meet the needs of
the requesting office in terms of reference or
. storage requirements, or will result in man-
. -power savings or reductions in time and
eﬂ:‘ort
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b. Records Officers:

{1) Review each request for all filing
equipment and nonstandard filing supplies.

(2) Approve or disapprove each request
based on a review of AF Form 80 and in-
spection of the records to insure compliance
with paragraphs 24, 25, and 26a. ‘

(3) Forward approved requests to the
supply activity for necessary action—ezxcept
those requests described in paragraphs a(2)
and (3) above which he recommends for ap-
proval; forward such request, with appro-
priate ecomments, to the command records
management officer.

(4) Periodically review the use of filing
equipment to determine whether the equip-
ment is being adequately used. If the equip-
ment is not being properly used, recommend
redistribution or return of the equipment.

¢. Records Management Officers:

(1) Insure proper use and contro] of all
command filing equipment and supplies.

(2) Review and approve or disapprove
all request described in paragraph a(2)
above proposed for use within their com-
mand.

(3) Submit these approved requests to
the supply activity.

(4) Forward an mformataon copy of
each approved request for powered or me-
chanized filing equipment to HQ TUSAF
(AFDASB).

(5) Forward all requests described in
paragraph a(3) above which he recommends
for approval, with appropriate comments, to
HQ USAF (AFDASB) for final approval or
disapproval.

BY“ ORDER OF THE SECRETARY OF THE AIR FORCE

i
|
OFFICIAL

R.J. PUGH
. Colonel USAF
Dwector of Administrative Services

J. P. McCONNELL
General, U.S. Air Foree
Chief of Staff

1 U.S. Government Printing Office: 1966— 252.740/40
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Air Force Subjective Classification System Master Outline

Major Subjective Categories and Symbols

ADM OFFICE ADMINISTRATION

CIV CIVILIAN PERSONNEL
ADMINISTRATION

COM COMMAND CONTRCL AND
COMMUNICATIONS

ENV  AEROSPACE ENVIRONMENT

FIN FINANCIAL ADMINISTRATION

INF INFORMATION ACTIVITIES

INS INSTALLATIONS MANAGEMENT

INT INTELLIGENCE

INV INVESTIGATIONS, INSPECTIONS,
AND SAFETY .

LEG LEGAL ADMINISTRATION

MAP MAPPING AND CHARTING

MED MEDICAL SERVICES

MGT ADMINISTRATIVE MANAGEMENT

MIL MILITARY PERSONNEL
ADMINISTRATION

MTN MATERIEL MAINTENANCE
ENGINEERING

OoPS OPERATIONS .

PHO PHOTOGRAPHY

POL POLICE OPERATIONS

PRO PROCUREMENT

PUB PUBLISHING AND PUBLICATIONS

R&D RESEARCH AND DEVELOPMENT

SEC SECURITY

sup SUPPLY AND SERVICES

TNG  TRAINING

TRS TRANSPORTATION

ADM—OQFFICE ADMINISTRATION
Administration of Office Personnel
Building Services
Charity and Public Interest Campaigns
Mail and Messenger Services (Local)
Office Supplies and Equipment
Security Procedures for Local Office

CIV—CIVILIAN PERSONNEL
ADMINISTRATION

Accessions
Career Development
Compensation for Injury or Death
Conduet
Disciplinary Actions
Gratuities and Favors
Political Activity
Death and Burial
Detailing Employees
Employee Relations
Employee Groups

Equal Employment Opportunity
Grievances
Housing—Transportation—Food Services
Insurance

Government Life

Hospitalization
Recreation, Morale, Welfare

Employment Records

Official Personnel Folder

Hours of Work
Tours of Duty

Leave i
Annual
Sick .
Without Pay (LWOP)
Pay Administration (Payroll Operations—
see FIN)
Employee Claims
Indebtedness
Overtime
Pay Rate Determination
Performance
Awards—Commendations
Incentive Programs (Suggestions)
Ratings
Appeals
Standards
Position Classification
Position Series and Standards
Surveys
Proraction and Demotion

Recruitment and Placement
Applications
Boards of Civil Examiners
Overseas Employment
Qualifications (Training, Experience, and -
Physical)
Examinations {Mental and Physical)
Selection ‘
Restoration after Military Service
Separation
Travel
Passports—Vigas
Per Diem

COM—COMMAND CONTROL AND
COMMUNICATIONS

Command and Control
Concept of Qperations
Definitions
Doctrine, Plans, Policy, Objectives

Attachment 1
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Individual Systems—Programs
C&C Support Systems
Operational Combat C&C Systems
Resources Management C&C Systems
Management
Acquisition
Operation
R&D
System Processes—Functions
Communications
Control—Feedback
Decision-Making
Displays
Information Collection
Information Processing

Communications

Communications Center Operations
i Communications Accounts
I Message Transmission (Distribution
and Control)
Relay Centers

Communications Security
Cryptosecurity Accounts
Physical Security (Of Communications
Facilities and Cryptomateriel) (Also
see SEC)
TEMPEST Program
Transmission Security
Communuications Systems
Airborne Communications
Amateur Radio .
Fixed Ground Communications
Ground Mobile Communications
Military Affiliate Radio System
i (MARS) ’
Tactical Communications

Frequency Management
Compatibility Engineering
Frequency Authorizations

| Prequency Engineering Above 30
| MCS

| Frequeney Engineering Below 30
i MCS8 '

Records and Registration

Wire Facilities
Commercial Facilities
Control Stations
Flight Checks
Plant in Place Maintenance

ENV—AEROSPACE ENVIRONMENT

; Geographical Requirements )
| Technigques and Equipment

! Space Environment

Solar Observations

Solar Forecasting
Solar-Terrestrial Effects

|
E
|
At‘fu:hment 1
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Weather

Meteorological Analysis
Climatology
Forecasting
Storm Tracking-Warning
Meteorological Data Exchange

Meteorological Observations

FIN—FINANCIAL ADMINISTRATION
Appropriation Aecounting
Advance Payments and Recoupments
Allocation, Suballocation, and Allotment of
Funds
Administrative Control
Advice of
Records
Adjustments and Corrections
Allocation, Subaliccation Ledgers
Allotment Ledgers
Subsidiary Allotment Ledgers
Annual Budget Authorization
Claims '
Collection
Appropriation Receipts
Appropriation Refunds
Appropriation Reimbursements
Deposit Fund Accounts
General Fund Miscellaneous Receipts
Records
Control Ledgers
Subsidiary Collection Ledgers
Reporting Instructions and
Requirements
Commitments
Disbursements, Expenditures

Inter-Intradepartmental Transactions

Obligations

Special Activities and Tenants
Auditing

Administration and Coentrol

Auditor's Records

Internal Audits

Banking—Currency
Budgeting

Budget Program Management
Annual Financial Plan
Apportionments
Appropriation Law
Funds Administration
Special
Transfers

Budget Structure
AF Budget Code (Fiscal Code)
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Estimates
Call for Estimates
Program Guides and Assumptions
Justification
Review
Special (Flash)
Supplemental
Federal Budget

Cost Accounting
Base Maintenance
Depot Maintenance
Field Maintenance
Motor Vehicles Maintenance

Expense Accounting
Accounting Procedures
Chart of Accounts
Contractual Services
Materiel
Medical Services
Personnel Services
Special Activities and Tenants
Travel and Transportation
Records ‘
Expense Ledger—Accounts
Subsidiary Ledgers and Files
Reporting Instructions and Regquirements

General Ledger Accounting
Accounting Procedures
Chart of Accounts
Special Activities and Tenants
Records
General Ledger Control Accounts
Subsidiary Ledgers and Files
Reporting Instructions and Requirements

International Accounting

Agreements, Bilateral

Canada

Korea

South Africa

United Kingdom
MAP (Grant Aid)
MAP (Military Assistance Sales)
NATO
Reporting Instructions and Requirements
SHAPE

Monetary Property Accounting
Equipment in Use
Finaneial Inventory Accounting
Medical Inventory Management System
(MIMS)
Real Property
Nonappropriated Funds
Revenue Producing Aectivities and Funds
Book Department Funds
Exchange Service Funds
Motion Picture Service Funds
Post Restaurants Funds
Vocational Training Activities Funds

AFM 181-4
Sundry Association Activities and Fuhds
Central Mess Funds
Chaplains Funds
Installation and Organizational |
Religious Funds
Officers’, Noncommissioned Officers’,
and Cadets' Open Messes

Welfare Activities and Funds

Base Trust Funds
Central Base Funds
Central Welfare Funds
Civilian Welfare Funds
Command Welfare Funds
Unit Funds

Payroll Operations (Civilian Pay) (Alsd see
MIL)
Revolving and Working Capital Funds
Industrial Funds ‘
Laundry and Dry Cleaning Services
Printing Services
Management Funds
Stock Funds
Air Forece Academy Division
Aviation Fuels Division
Clothing Division
Monetary Allowance System'
Commissary Division ‘
Salvage and Surplus Materiel Accounting,
Statement of Charges :
Surety Bonds

Survey, Reports of

INF—INFORMATION ACTIVITIES
Information Activities
Community Relations i
Civic Leader Liaison !
Holiday and Special Event Obsex?vances
Off Base !
On Base '
Speakers Bureau '
Internal Information
Air Force Radio and Television Service
(AFRTS)
Base Newspaper
Bulletin Board Program
Commanders Call
Public Information
Media Inquiries
Media Visits
Releases
International Affairs
(Subdivisions as applicable to command and
location, ie., NATO, SEATO, MACY,
NORAD, ete.) ‘
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; Legislative Relations

1 Congressional Inquiries
{Subdivisions as applicable to com-
mand, i.e., legislative proposals, legis-
: lative programs, ete.)

I%NS—INSTALLATIONS MANAGEMENT

i Facilities {Construction, Maintenanee, and

;l‘ Operation)

33 Aerospace R&D Facilities (Excluding

‘ Buildings)

Airfields, Pavements, Aprons, ete.

Building Equipment

Buildings and Structures (Subdivide by
type as required)

Custodial Services

Fire Protection and Aircraft Crash Rescue

Grounds

Insects, Rodent, and Vermin Control

Liquid Fuel Storage and Dispensing
Syatems

: Missile Launch and Launch Control

i Facilities

i Railroads

Roads and Other Surfaced Areas

1‘ (Excluding Airfields, Pavements, ete.)

Training Aids

Utilities

| Air Conditioning Systems

Electrie Plants and Systems

Gas Plants and Systems

Heating Plants and Systems

Sewage Plants and Systems

Water Plants and Systems

Family Housing
FHA Housing
Title VIII Housing (Wherry Housing)
Planning Engineering
Construction Planning (Program and
Projects)
Design Criteria
Master Planning (Programs)
Real Estate
Accounting and Inventory
Acquisition
Disposal
Utilization

i
I
I
|
f
I

INT—INTELLIGENCE

Collection—Dissemination

Attaches, Defense
Attaches, Air

Briefing

Captured Materiel

Clandestine Source

Documents

Electronic Collection

A

e 4‘,= S
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Communications
Collection-Dissemination
Interception

Electronies
Collection-Dissemination
Interception
Multi-Sensor

Foreign Nationals

Accreditation

Tours

Visits

Guidance Material
HUMINT

Biographical Data

Debriefing

Interrogation

Resources

Intelligence Collection Plans
Intelligence Reports
Photo Intelligence
Reconnaissance
Requirements and Priorities
Estimates
Air Facilities
Airfield & Seaplane Stations of the
World

Climatology

Communications

Terrain

Trangportation

Air Order of Battle
Ajir Defenses
Civil Air
Strategic Establishments
Tactical Establishments
Area Studies
Geographical Regions
Battle Staff
Capabilities
Eeconomic
Military
Political
Technical
Indications
Aerospace Threats
Briefings
Current Indications
Intentions
Econemic
Military
Political
Technical
Watch Reports
Operational Plans
Inteiligence Annexes
Scientific and Technical Intelligence
Aeromedical Intelligence
Aljreraft & Aireraft Engines
Antiaireraft Artillery
Armament, Conventional
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Rallistic Missiles
ICBM
Rockets, Air to Air

AFM 1814

Safety

Accident/Incident Reporting
Awards

Rockets, Ground to Air Programs

Electronies Statisties
ELINT Studies, Surveys, and Visits
Radar
Radio LEG—LEGAL ADMINISTRATION

) Sensors Administration of Military Justice

SIG,INT Appellate Review and Procedure

Reconnaissance

Unidentified Flying Objects

Information Disclosure Policy
Delegated Disclosure Letters
Disclosures Made

Foreign

U. 8. Requesters
Requests for Disclosure

Authority

Intelligence Training
Evasion & Escape Briefings
Target Intelligence (Amnalysis and Compilation)
Physical Vulnerability
Weapons Effects
Weapons Recommendations
Weapons Requirements
Target Analysis
Bombing Eneyclopedia
Damage Predictions
Target Systems

Target Intelligence Requirements and Priorities

Target Materials
Air Objective Folder Program

Clemency

Correctional Custody
General Courts-Martial
Nonjudicial Punishment
Special Courts-Martial
Summary Courts-Martial

Alcoholic Beverage Control

Claims

Claims Against the U. 8.

Ciaims Data Management System
Claims in Favor of the U. 8.
Copyright Infringement Claims
Invention Secrecy Claims

Patent Infringement Claims
UCMJ Article 139 Claims

Copyrights
Labor Relations

Air Forece Employees
Contractor Employees

Legal Assistance

Radar Target Intelligence A?(::ptionl
Target Dossiers (Tactical) Cl‘Vll Relief Act '
Divorce—Separation
INV—INVESTIGATIONS, INSPECTIONS, AND Leases
SAFETY Marriage
I izati Power of Attorney
. nvestigations Wills

Liaison Legal Opinions and Interpretations
Technique

(Use the Index in the “Digest of Opinions—
Types : The Judge Advocates General of the Armed

Caunterintelligence : Forces” to subdivide subject files as re-
Collections and Operations quired)
Criminal L
Personnel Litigation
Procurement Litigation Against Air Force Personnel
. & Visi Reports :
Inspections and Staff Visits Witnesses
Persona} Conference Periods Public Utilities
Scheduling c O
Special Subjects for Inspection Omml.l'r.ucatlons
Types Electricity
Compliance Gas
Procedural Sewage
Special Transportation
. Stafl Visits Water

33 ; Attachment 1
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Taxation
Federal Excise
Federal Income
State Excise
State Income
State Sales and Use
State Tax, Other

MAP—MAPPING AND CHARTING

Aerconautical Information Publications
Aeronautical Overprints
Foreign Clearance Guides
Jet Flight Information Manuals
Pilot's Handbooks
Radio Faeility Charts

Ajr Target Materials
Geodetic Data Sheets
Radar Return Codes
Reliability Data Sheets
Target Charts
Target Mosaics

Chart Quantities and Stocks

Development
Experimental Items
Portrayal
Test and Evaluation

Distribution

Exchange Agreements

Hydrographic Charts

Maps

Production

Requirements

Source Materials
Evaluation of
Dissemination

Procurement
Utilization

Special Charting Items

Aeronautical Video Plate
Special Charts

Special Mosaics

Terrain Models

Standard Series Aeronautical Charts

Aeronautical Approach Charts
Aeronautical Planning Charts
Cloth Charts

Crash Grid Charts
Equidistant Charts

Evasion Charts

: Navigation Charts

Radar Tracking Charts
Strategic Charts

Weather Charts .
World Aeronautical Charts

Aftachment 1
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MED—MEDICAL SERVICES

Aeromedical Evacuation

Inter-Theater Evacuation
Intra-Theater Evacuation

Aerospace Medicine

Aerospace Crew Effectiveness
Bioenvironmental Engineering
Epidemiology

Military Public Health
Occupational Medicine

Dentistry

Accreditation
Authorized Dental Treatment Rooms
Facilities and Construction—Dental
Criteria
Consultants
Dental Clinic Administration
Career Guidance
Dental Operating Instructions
Physical Standards
Dental Health Records
Dental Reports
Laboratory Services
Area Support
Satellite Bases
Professional Services
Examination and Treatment Planning
Policies
Preventive Dentistry
Clinical Phase
Community Health
Special Dental Materials
Accountability
Artificial Teeth
Chrome Alloy
Specialty Sections
X-Ray Dental
Film Control
Radiation Monitoring

General Medical and Health Status

Aerospace Crew Effectiveness

Battle Casualties

Diseases )
Eye and Adexa and Ear, Eye, Nose,

and Throat

Circulatory System
Digestive System and Hernia
Digestive Tract, Infection Arising in
Gynecology and Obstetrics
Infective and Parasitic, Other

Mental Psychoneurotic and Personality

Disorders
Neoplasma

Nervous System

Respiratory System
Acute Infection in
Other Diseases of
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Skin and Cellular Tissue

Tuberculosis

Venerial

Urinary and Male Genital System
Injuries

Hospital and Dispensary Administration

Capacity and Status
Clinical Records
Patient Management
Admissions
Bed Occupancy, Patient Days & Length
of Stay
Deliveries
Dispositions
Qutpatients

Medical Intelligence
Medical Nomenclature and Classification
Physical Examinations

Professional Services and Clinics

Flight Medicine

Laboratory

Medical
Cardiovascular
Dermatology
Gastroenterology
Internal Medicine
Pediatrics
Physical Medicine
Psychiatry and Neurology

Nursing

Pharmacy

Roentgenology

Surgical
General Surgery
Obstetrics and Gynecology
Qrothopedic Surgery
Urology

Strength Statistics

Veterinary Services
Animal Service
Base Veterinary Service
Food Inspection
Food Source Establishment Inspections
Government Verification of Contractor
Inspection
Quality Audit
Veterinary Public Health
Environmental Sanitation
Epidemiological Investigations of
Food-borne Diseases
Food Service Sanitation
Zoonosis Control
Veterinary Research
Basic Research
Research Support
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MGT—ADMINISTRATIVE MANAGEMENT

Communications (Written)
Accountability
Format
Processing
Stationery Specifications

Data Automation and Reports Managenient
Advanced Technology

Data Management
Reports
Elements and Codes Standardization
Requirements Control
Data Systems
Approval
Compatability
Development
Projects
Equipment Review

Program Management '
ADPE Evaluation |
Contraet Negotiation |
Control '
Data Systems Evaluation
Indoctrination and Education
PCAM Approval I

Forms Management

Historieal Documentation and Properties

Historical Properties
Monographs
Unit Histories

Interservice Relations (Joint Activities).

Management Planning and Improvement
{Surveys and Studies) ‘
Office Methods and Procedures \
Organizational Analysis :
Program Planning and Analysis
Work Measurement—Production

Layout and Materiel Flow
Production Control and Scheduling
Survey and Audit

Work Measurement

Work Simplification

Manpower '

Deferred Manpower Requirements
Manpower Authorization Document (MAD)
Manpower and Authorization Files :(MAF)
Unit Manning Document (UMD)

Organization and Functions ( Including, gen-
erally, the organization of boards snd com-
mittees. Classify documents pertaining to the
organization and work of specific boards and
committees by subject, using the name of the
board or committee as the subdivision of sub-
ject, as required) ,

Activation '
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1 Assignment of Organizational Units
\ Unit Movements
' Constitution
‘ Designation
Insignia—Flags

‘ Nomenclature
! Disbandment

Discontinuance

Inactivation

Reorganization

Postal and Courier Service
Courier System
Courier Transfer Stations (CTS)
Distribution
Money Orders
Penalty Matters
Post Offices (APOs)
Postage
Postal and Courier Equipment

Records Management
Current Records Maintenance
Documentation Storage and Retrieval
Systems
Records Disposition

MIL—MILITARY PERSONNEL

ADMINISTRATION
Absence
AWOL
Desertion
Leave
l Emergency
|

$

Assignment and Reassignment
" Air Force with the Armed Services of
U. 8. and Other Countries
Armed Forces of the United States with
the Air Force
Armed Forces of Other Countries Serving
with the Air Force
Attached
Flying Status
Permanent Change of Assighment and/or
Stations (PCS and/or PCA)
i Base of Preference/Base of Terminal
Service Assignments
i Consecutive Tours
Deferments and Humanitarian
Assignments
Overseas Assignments
Permissive and Project CHAP
Reassignments
Secretarial Determination on Second
PCS in Fiscal Year (DLA)
Special Duty Assignments
Release
Temporary Duty

1
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Career Development

Classification
Qualification Records (Such as AF Form
11, ete.)
Chaplainey

Cultural Activities
Ecclesiastical Indorsing Agencies
Humanitarian Services
Personal Counseling
Preaching Missions

Jewish

Protestant

Roman Catholic
Religion

Jewish

Protestant

Roman Catholic
Religious Education
Retreats

Jewish

Protestant

Roman Catholic
Worship

Discipiine and Conduct

Misconduet
Administrative Reprimand

Military Personnel Data and Records
Personnel Data Systems

Airmen
Officers

Records
Command Personnel Records Group
Field Record Group
Master Personnel Records Group

Pay and Allowances
Allotments
Dependents
Income Tax
Pension
Savings
Benefits—Gratuities—Compensation
Clothing Allowances
Enlistment Bonus
Flying Pay )
Inactive Duty Training Pay
Pay Withheld or Delayed
Quarters
. Student Officers
Subsistence
Travel
Performance
Commendations
Decorations and Awards
Effectiveness Evaluation
Personal Affairs
Air Foree Aid Society
Casualty Assistance
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Casualty Reporting and Notification

Children Have a Potential (CHAP)

Counseling

Credit Unions

Family Services

Insurance

Leave

Marriage

Retired Servicemen’s Family Protection
Pian (RSFPP)

Personnel Services
Nonappropriated Fund Management
Book Department
Personnel Services Supply
Theater
Open Messes
Airmen
NCO
Officer
Recreation Services Management
Aero Clubs
Bowling
Crafts and Hobbies
Golf
Libraries
Marinas
Miscellaneous Activities
Recreation Areas
Riding Stables
Rod and Gun Clubs
Service Clubs
Sports
Swimming
Youth Activities
Personnel Statisties
Average Strength Report
Military Strength Balance Report
Rosters
Strength
Political Activities
Voting
Prisoners of War
Allied
American
Enemy

Procurement

Appointment and Enlistment
Examinations {Mental and Physical)
Qualifications (Education and

Physical)
Waivers

Induction and Recall
Draft Deferment

Recruiting
Promotion and Demotion
Rank and Precedence
Retirement
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Separation
Desath
Discharge
Inactive Duty

Uniforms {Regulations of Apparel)

MTN—MATERIEL MAINTENANCE
ENGINEERING

Conservation Practices

Contractor Technical Assistance

Equipment Histories

Materiel Items(Subdivide as required in accérd-
ance with standard classes of supply (AFM
67-1) using class numbers in parentheses as
secondary subject designations, viz: MTN 4
(01).)

Modification

Performance Data

Preventive Maintenance

Repairs

Technical Order, Compliance

Unsatisfactory Reports

OPS—OPERATIONS

Air Bases, Use of
Domestic
Foreign
Site Surveys

Air Traffic Control
Aircraft Dispatch and Clearance
Identification
Air Routes
Control Tower
Flight Rules and Regulations

Atomic Warfare
Liaison {Atomic Energy Commission, Mili-
tary Liaison Committee, Armed Forces
Special Weapons Project) (Also see
INF)
Maneuvers
Tests

Clandestine Operations ‘

Electronics Systems
Airborne Radar
Aireraft Control and Warning
Radar Calibration
Combat Electronics
Flight Operations
Airlifts
Air Ground Rescue
Air Sea Rescue
Bombardment
Evacuation
Disaster
Wounded (See Aeromedical Evacuation
—MED)
Fighter
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': Ground Support
! Reconnasissance
f Special Missions
: Transport
Inflight Refueling
Troop Carrier

Joint Operations

Navigation
| Navigations Aids
i Operations Analysis
Studies
' Airlift
] General Purpose
‘ Strategie
Tactical
. War Plans
i Combined War Plans
| Foreign Military Assistance
j Defense
Civil Defense
Mobilization
Civil Aviation
! Joint War Plans
Logistics
Offense
Biologieal and Chemical
Psychological
Strategic
Tactieal
Ground Support

Aerial Mapping and Charting
Cross Servicing Agreements (Interagency)
Identifications and Titling
Mapping and Charting Projects
Print Libraries
Armament Recording Photography
Gun Cameras
Other
Scope Cameras
Strike Cameras
Base Photograph Laboratories
Camera Operation
Distribution
Film Control
| Finishing
' Processing
Documentation
Motion Picture
Processing and Printing

Still

Instrumentation
Distribution
Motion Picture
Printing
Processing
Still Picture

[

i

!
PHO—PHOTOGRAPHY

|

|

Aﬁuchment 1
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Motion Picture Photography
Animation
Archival
Exhibition Clearance and Classification
Processing
Produetion
Projection Prints
Public Sale and Release
Sound Recording
Stockfootage

Programming
Annual Budget
Annual Production Requirements
Current File Production Status
Policy Directives
Rate of Production Status
Standing Operating Procedures
Technical Bulletins
Utilization and Control
Televigion
ACERPS by Command and Base
Boards and Committees
CEIPS by Command and Base
Financial Administration
Budget
Contractual Services
Procurement
Project “Savings”
Inquiries
Congressional
General Officers
Manpower and Organization
Policy
Programming
Five Year CCTV Management
Program

Special Projects
Intrusion Resistant Cable
Secure TV (KG-24) TV Vans

Studies

POL—POLICE OPERATIONS

Police Administration
Authority and Jurisdiction
Civil Police Liaison

Complaints
Individual Case Files

Disposition of Offender Reports

Gate Guarding

Offenses or Incidents (Including Arrests
and Routine Investigations of Delin-
quency and Complaints)

Patrolling

Permits (Hunting, Fishing, Firearms, ate.)

Property
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. Records of Events (Desk Journal) Industrial Resources
REHGf Schedules Facilities
Security and Law Enforcement Activities Industrial Equipment
Reports

Modernization/Replacement
Plant Expansion
Special Tooling

State of Discipline
Traffic Control
Vehicle Registration
Labor and Technicians
Materials
Controlled Materials
Customs Entry
Priorities

Corrections

Casual Prisoners
Confinement Administration
Confinement Operations
Prison Administration
Prisoners Complaints Mobilization

Prisoners Individual Records Production Planning
Restoration and Clemency

Retraining of Prisoners Initiation of Purchase and Procurement

Authority

PRO—PROCUREMENT

Contract Administration
Contractor’s Records

Cost Reimbursement {Approval of Cost)

Price Redetermination

Assignment of Procurement Responsibility
Delegation of Authority

Procurement Directives

Purchase Requests

Labor Relations

' Subcontracting Inqumes‘
Tax Exemption Liabor Disputes
Labor Laws
Contract Financing

Procurement and Contract Management
Advance Payment

Guaranteed Loans 2:5:?":
Partial Payments = ¥
. Contract Placement Product.fon
Bonds Delivery Schedules
) o f .
Enginee h
Coordinated Procurement anl eering Changes
. ixpediting
Execution {(Awards) .
Approval Programming
Distribution Requirements Computation

Numbering
Formal Advertising
Interdepartmental Procurement
Federal Supply Service

Quality Control
Inspection and Acceptance

N Readjustment
* Negotiation ({ o
Findings and Determinations .laims .
Sources Property Disposal
Bidders List Settlement
' Small Business Terngnatmn:
Specifications Dr;:fwsi:ence
a
Contractual Instruments
Changes Reliability
Types Management Procedures

Cost-Plus-Fixed-Fee (Operational Reliability
Fixed Price Specifications
| Time and Materials

. Standardization
o Foreign Procurement Domestie
_ Government Property Aireraft, Rocket, & Missile Designation
‘ Bailment Documentation '
Government-Furnished Aeronautical Engineering
Equipment Qualified Products List
| . Industrial Property Control Supply
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International
L Air Standardization Coordinating
Committee (ASCC)
CENTO
NATO
SEATO

Value Engineering
Change Proposals
Manning
Training

|
% Zero Defects

; Awards to Industry
! Crossfeed Items

‘ Publicity /Promotions
|
lf‘UB-—PUBLISHING AND PUBLICATIONS

i Orders

: Aeronautical
Court-Martial

: Flight

} Movement

Reserve

Special

Publishing Management
Budget and Fiscal

Printing, Binding, and Reproduction
Binding
Contract Printing
Departmental Printing
Duplicating
Field Printing

Publications
Distribution and Requirements
Format and Editorial Policy
Procurement

R&D——RESEARCH AND DEVELOPMENT

Aircraft
i (Subdivide as required: amphibian; bomber;
i cargo and transport; convertiplane; fighter;
glider; liaison; lighter-than-air; parasite;
l reconnaissance; rotary wing; and trainer).
Aerodynamics {Exclusive of propellors and
| rotors)
| Airfoils
! Boundary Layer Control
! Design Criteria
‘ External and Internal Flow
Fluid Mechanics
Turbulence
1 Wind Tunnel Studies
j Alighting Gear
Antiskid Devices
i Brakes, Tires, Wheels
| Cross-wind Landing Devices
E Floats, Skis
| Steering
f
T

A:t!achmem 1
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Components
Fuel Cells
Fuselages
Tail Assemblies
Wings
Design
Escape and Recovery
Load, Weight and Balance
Parameters
Passive Defense
Performance
Pressurization
Structural Testing
Electrical Accessories
Actuators
Auxiliary Power Plants and Generators
Circuit Breakers
Convertors, Regulators
Motors
Flight Instruments
Accelerometers
Airspeed
Altitude
Free Air Temperature
Pitch and Yaw
Flight Operation Technigues and Equipment
All Weather Operation
Cruize Control
Floating Wings
Range
Towing
Unconventional Landing and Takeoff
Maintenance and Test
Engine Test Cells, Stands
Repair Equipment
Mechanical Accessories
Aerial Delivery Equipment
Actuators
Aeria] Dispensers
Cooling and Air Conditioning
Deicing and Anti-icing Devices
Fire Prevention Equipment
Heating Equipment
Hydraulies
Inflight Cargo Handling Equipment
Oxygen Equipment
Pneumatie
Propellors and Rotors
Aerodynamics of
Components
Control
Drive Mechanism

Servicing and Handling -
Fueling and Fuel Storage
Gas Generators and Gas Servicing
Heating and Air Conditioning
Launchers and Arresters
Lubrication Equipment
Mobile Compressed Air Supply
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Stability and Contrel
Control Mechanisms
Control Surfaces
Criteria
Dynamie Load
Flutter, Vibration

Armament

Aireraft Armor (Plates, Bullet Proof
Glass, ete)
Armmunition and Guns (Exclusive of
Fire Control System)
Accessory Equipment
Destructive Effects
Drives . :
Feed and Storage {Aboard Aircraft)
Mounts
Analysis and Evaluation
Ballistics
Computation
Cantrol Theory
Dynamics of Systems
Performance Evaluation
Systems Synthesis
Bombs (Exclusive of Special Weapons)
(Subdivide, as required, by type)
Bomb Accessories
Computers
Bombing
Ground Defense
Demolitions
Application
Technigues
Fire Control Systems
(Position reference — radar; optics;
gyros; computors; servo-transmitters;
all equipment applicable to an inte-
grated fire control system)
Fuses
Mines and Torpedoes
Munitions Handling Equipment
Rockets and Launchers
Accessory Equipment
Destructive Effects
Feed and Storage (Aboard Aircraft)
Launching Equipment
Release Equipment
Rockets
Sights
Bombsights
Gunsights
Warheads

Bioastronautics

Chemistry

Analytical Physical
Inorganic, Organic
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Communication

Acousties

Airborne Systems

Ground Systems

Linguistics

Receivers, Recordings

Telemetering

Theory of Information and Communication
tion

Transmitters

Electronics

Combat Electronic Application (Electronie
Countermeasures)
Sereening
Signal Search and Analysis
Simulation
Components, Techniques and Tests
Amplification
Antennas and Antenna Shelters
Meters, Generators
Modulation
Moving Target Identification
Signal Analysis
Electromagnetics
Analysis
‘Wave Propagation

Electronic and Electrical Parts (Subdivide
as required)

Engines

(Subdivide as required: gas turbines, turbo
jets and turboprops; nuclear; ramjet;
rocket)

Accessories

Instruments

Equipment

Aerospace Ground Equipment (AGE)
Air Base Equipment

Auxiliary Power

Camouflage

Construction and Maintenance Equip-

ment

Fire, Crash and Salvage Equipment

Lighting and Marking

Materials Handling

Personnel Carriers

Structures
Clothing and Protective Equipment
Machine Elements and Hardware
Medical and Dental Equipment
Rescue and Survival Equipment

Aerial Pickup and Tow

Airborne Sea Rescue Equipment

Detection Devices

Droppable Survival Gear

Flotation Gear

Persenal Survival Clothing

Rescue Boats and Equipment
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Test Support
Aerospace
Range

Trainers and Simulators

Quartermaster Type Equipment
Cleaning and Sanitation Equipment
Food Preparation Equipment
Personal Care Equipment
Shelters

Fuels, Lubricants and Propellants

Exotic Fuels
Hydraulic Fluids
Rocket Propellants
Fusion

Hybrid

Isotope

Liquid
Monopropellant
Nuclear

Solid

Toxic Fuels

Industrial Processes (bonding; cutting; fixtures;
forming; finishings; gauges; inspection in-
struments; joining methods; packaging; pre-
serving; tools; treatment; welding)

Instrumentation

Aireraft
Electronics
Manometers
Missiles
Laboratory
Optical
Potentiometers
Range
Transducers

Materials

Ablatives

Chemicals

Metallurgy and Metallies
Non-metallics

Mathematies and Computation

Medicine and Biology

Air Evacuation

Allergy

Anatomy

Aviation Medicine

Bactericlogy

Biochemistry

Biomedical Aspects of Special Weapons
Biophysics
Dentistry
Dermatology
Entomology
Epidemiology
Immunology

Aﬂuchmeni 1
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Military and Field Medicine
Neurology
Neuropsychiatry
Ophthalmology
Orthopedics
Otorhinclaryngology
Parasitology
Pathology
Pharmacology
Physiology
Preventive Medicine
Radiobiology
Radiology

Surgery

Toxicology
Veterinary Medicine
Virology

Meteorology

Atmospheric Hydrodynamics and Circula-
tion Temperature

Balloon Probing and Transport System

Micrometeorology

Synoptic Techniques

Winds, Turbulence and Diffusion

Military Psychology

Intelligence Operations Techniques
Psychological Warfare Methods

Missiles

(Subdivide as required: air to air; air to
surface; air to underwater; surface to air;
surface to surface; surface to underwater;
underwater to air; underwater to surface;
underwater to underwater.)

Alighting Gear

Components, Aecessories and Parts

Design

Electrical Equipment

Instruments

Launching and Recovery Equipment
Mechanical Equipment

Stability and Control

Test Vehicles

Navigation and Navigation Instruments and
Equipment

Ground Reference Navigation
Distance and Position Finding
Radar Beacons and Markers
Radar Search

Navigation Instruments
Astrograph Data Boards
Chart Projection Methods
Chronometers
Computers
Driftmeters
Octants
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Self-Contained Navigation
Celestial
Celestial-Inertial
Inertial
Position Indicators
Terminal Control of Air Vehicles
Air Traffic Control
Ground-Controlled Approach
Homing
Instrument Landing Systems
Vehicle Guidance and Control
Beam Riding
Command Systems
LORAN
Radio Compass Auto-pilots and Coup-
ling to Beams
SHORAN

Parachutes (Cargo; ballute decelerator; hyper-
flo chute; missile recover; personnel theory
of) )

Personnel Utilization

Assignment, Evaluation, Promotion
Human Engineering

Manpower

Psychology of Training
Psychophysiology

Training and Education

Photography (Including Aerial Reconnaissance
Collection)

Interpretation and Compilation
Processes and Devices
Cameras
Emulsions
Optics
Processing
Schliren
Shadowgraph
Technigues
Infra-red
Micro
Three Dimensional
Ultra-violet
Physics
Acoustics
Electricity and Magnetics
Experimental Physics
Lasers
Magnetohydrodynamics
Masers
Plasma Stream
Seeded Plasma
Mathematical Physics
Mechanics
Nuclear, Atomic, Molecular Structure
Solid State Physics
Thermodynamics

Physies (Atmospherics)
Acoustics

AFM 1814

Cloud Physics and Nucleation
Cosmic and Solar Influences
Electricity and Ionization
Meteors

Optics

Radiation

Structure and Composition

Sociology
Demography
Inter-group and Inter-personnel Relations
Morale and Leadership

Space Technology

Astronauties
Operations in Space
Orbital Rendevous
Space Exploration

Spaceeraft .
Aerospace Planes and Componen:ts
Design and Construction
Satellites
Space

Capsules
Damage Assessment and Vulner-
ability Studies
Probes
Stations
Vehicles
Spacecraft Launch Vehicles and Ground
Support
Handling and Launching (including
transportation and storage)
Preparation for Launch, Countdown

Spacecraft Trajectories and Re-entries
Analysis
Determination
Orbital Calculations
Re-entry
Space Mechanics

Special Weapons, Effects and Defense
Atomic Weapons
Bacteriology and Biological Warfare Afgents
Chemical Warfare Agents (CW) ‘
Radiological Warfare Agents (RW)
Thermonuclear Weapons

Terrestial Sciences
Geodesy
Geology
Geomagnetisms
Geophysical Aspects of Atomic Weapons
QOceanography
Seismology
Soil Mechanics

SEC—SECURITY
Censorship
Classification Management
Classifying, Regrading, and Declassifying
Marking
Security Classification Guides
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Counterintelligence

Subversive Activities (See INV)
Individuals
Organizations

Personnel Security (See INV)
Civilian Personnel
Military Personnel
Training, Indoctrination, and Education

Physical Security
Control of Entry and Exit
Guarding and Patrolling (Guarding
and Patrolling Operations—see POL)
Identification and Passes
Physical Safeguards
Barriers, Devices, and Equipment
Visitor Control
Travel Control
Security of Materiel Movements (Sup-
ply)
Security of Troop Movements (Per-
sonel)

Safeguarding Classified Information

Destruction

Dissemination/Disclosure and Access

Handling, Transmission, and Transportation

Preparing, Reproducing, and Controlling

Security Compromise and Administrative
Deviations :

Storage and Safeguarding

SUP—SUPPLY AND SERVICES

Budget/Buy/Requirements (Subdivide by ap-
propriation, as required by activity)
Commodities
Airspace
Communications
Munitions
Facilities
Construction
Methods
Storage
Utilization
Services
Clothing Sales
Commissary Operations
Food Services
Menus
Laundry and Dry Cleaning
Mortuary and Grave Registration
Escorts and Honors
Headstones and Markers
Interments and Disinterments
Post Exchange Operations

Supply Policy/Procedures AFM 67-1

Volume I, Part One
Chapter One

Attachment 1
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Volume I, Part Two
(Further subdivided as required to in-
dicate divisions of AFM 67-1 utilized
by the activity)

Systems Management
Data Automation Proposals
Effectiveness Reports

Equipment Management
Projects

TNG—TRAINING

Administrative Training and Facilities (Schools)

Administrative Procedures
Management Training
Secretarial Training

Air Academy

Civilian Components
Air Force Reserve
Air National Guard
Civil-Air Patrol

Education Services
Group Study
Operation Bootstrap
USAFI
Veterans Administration In-Service Pro-
gram

Flying Training and Facilities {Schools)

Basic

Bombardment

Fighter

Instrument
Ground Control Approach (GCA)
Instrument Landing (ILS)

Navigation

Reconnaissance

Rotary Wing

Tactical

Foreign Trainees

General Military Training
Code of Conduct
Disaster Actions and First Aid
Physical Conditioning
Security
Small Arms Markmanship

Military Training (Non-Flying)
Basic Training
Officer Training

Professional and Academic Training and Facili-
ties (Schools)
Academic
Chaplains
Dental
Legal
Medical
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Technical Training and Facilities (Schools)

Field Training
On-the-Job Training
Skill Training
Support Training
Systems Training
Special Training
Training Programming

. Training Aids
Equipment
Materials

Y Unit Training

TRS—TRANSPORTATION

Cargo
Air
Land
Sea

Equipment and Facilities
Facilities
Materials Handling Equipment
Railroad Equipment
Utility Boats

- Military Air Transport
Ferrying of Aircraft
Integration of Commercial Facilities
Charters
Contracts
Ground Detention
Regulations (Operating Rights, CAB
Proceedings, ete.)
Lost or Destroyed Aireraft (Cargo and/or
Personnel in)
Monthly Reports
Channel Requirements
Movement Reports
SAAM Requirements
Nonrevenue Traffic
Cargo
Mail
Passengers
> ' Civilian
Dependent
Military
Retired, Reserve, ROTC
Revenue Traffic
Cargo
Paszenger
Special Projects
Traffic Regulations
Capabilities and Allocations
Clearances
Documentation
MAP Traffic
NATO Traffic
UN Traffic

AFM 181-4

Military Motor Vehicles
Base Authorized Allowances
Bus Movements
Drivers Qualification and Training
General Purposes
Administration
Tactical
Operations
Special Movement Authorizations
Special Purpose
Tolls.

Military Sea Transport
Billing Procedures (MSTS)

Cargo
Outturn Reports
Overseas Destination
England
Germany
Others
Special Cargo
Aireraft
Privately Owned Automobiles
Z, I, Ports
HRPE
NOPE
NYPE
SEPE
SFPE

Monthly Reports (MSTS)
Monthly Requirements
Movement Reports
Special Requirements
Passengers
Civilian
Dependent
Military
Retired Personnel
Space Available
Port Detachments
Stevedoring
Movement Control (Priorities)
Packaging—Marking
Dangerous Materials
Marking
Packaging—Preservation
Packing
Unitization
Passenger
Commercial
Military
TPA
Personal Property !
Household Goods and Unaccompanied Bag-
gage ‘
House Trailers ;
POVs :
Petroleum, Oil, and Lubricants (POL)
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IMMEDIATE ACTION .
CHANGE ‘ | . AFM 181-4A

: ' ' ‘ \
AIR FORCE MANUAL : DEPARTMENT OF THE AIR FORCE

NO. 181-4A . | _ Washington, 2 November 1966
‘ 7 Records Manqgrement
- MAINTENANCE OF CURRENT RECORDS

AFM 181-4, 3 October 1966, is changed as follows:

1. Pen and Ink Changes: A ) .
Page - Paragraph Line Action To Take

vE b o "iz Change “contact” to “contract.”
] ~8a(2) . ~9-18 : Change example as shown below: ;
- . ‘ Consecutive Sequence Terminal Digit
12 3k 56 12 3% 36
4 4 % pPrimary : SR |
Secondary. - o
_ i . Tertiary !
/14 ‘/lan(Z) : ' - Change ‘“subjectively arranged” to “general
: correspondence.” f
18 CFigure 4 “~Upper Change the figure as shown below: |
right ‘ :
corner ADM 3
, |
R '
. A
L 27 “24g(3) 2 Change “deck” to “desk.”

i
’ ]
2, Filing. After making the above changes, file this change sheet in back of the manus.}

By ORDER OF THE SECRETARY OF THE AIR FORCE

OFFICIAL ~ ' J. P. MeCONNELL
-General, U.S. Air Force :
_ Chief of Staff @
R. J. PUGH |
Colonel, USAF ' i
_Director of Administrative Services

’ .DISTRIBUTION: F; X: National Personnel Records Center (Military), ‘
9700 Page Blvd, St. Louis, Mo. 63132 ;. 26
—. Federal Records Center, Cameron & Union Streets, Alexandria, Va. 22314 ... 10

¥ U, 5. GOVERNMENT PRINTING OFFICE: 1988
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/76
EXPLANATION OF

RECORDS MANAGEMENT TERMS

. AIR FORCE ACTIVITY: An organized group of ﬁeoplé or any establishment looked
_upon as carrying on a continuing mission or task. (AF Dictionary)

ATR FORCE SUBJECTIVE CLASSIFICATION FILING SYSTEM: The system prescrived for
arranging and grouping general correspondence and related documents by the
Air Force FUNCTION to which their SUBJECT pertains, For the purpose of

" this system, the mission of the Air Force has been grouped into 25 major
subjective categories, representing generally recegnized, but distinct,
functions or spheres of activity. Iach of these major categories of functione

a8l subject matter is subdivided by specific related functions or spheres of
activity which are referred to in AFM 181-l4 as Wprimary"” divisions, Each of
these “primary® divisions is subdivided; where appropriate, by functions or
gpecific subjects which are directly related but subordinate to the ®primary®
division. These subdivisions of ¥primary® titles are referred to as %secon-
dary subdivisions.® The Wsecondary subdivisions® may be further subdivided
for the purpose of showing the correlation of other related subjects and,

where warranted; the basis” of more specific qubject arrangements. (Chap 3,
AFM 181-k, 20 Feb 1958, as amended )

' ALPHABETICAL FILING ARRANGEMENT: The method used to arrange documents by

names of persons, campanies, agencies, etc., in alphabetical order, It is

used when the name is of primary importance in referring to reccrds. (para.
11 and Appendix B, AFM 181-k) :

BASIC FILING ARRANGEMENT: The primary method of arramging a group of documents
in a mamner which will best meet the purpose the records are to serve and the
way they will be used. There are six baasic filing. arrangementss subjective,
numerical, chronological, geographical, organizational, and alphabetical.
Explanations of gach filing arrangement may be found elsewhere in this
glossary, (Chap 2, AFM 181-L)

CASE (or PROJECT) FILE: A group of papers reflecting or relating %o a
special set of circumstances, a particular person or organization, a par-
ticular action; or a particular thing. Such groups of documents may consist

- of a variety of types of documents, such as correspondence, reports, or form
records., The Wcase® or "project™ method is usgually used for large guantities
of papers pertaining, as a whole, to the same subject, that when properly .

. grouped tell the story of the varicus aspects of a particular transaction of
the same general kindj of the career of individuais; of & particular action
or activitys or of a particular event.  (para..12, AFM 181-L)

'CHRONOLOGICAL FILING ARRANGEMENT: The method of arranging documents in date

order when the date is the usval means of referring to the documeants. It
is often used as & means of subdividing subjecty; numerical; or other filing
arrangements., It is usaful for keeping documente in small, ‘manageable
groups, usually by year, month, or day, WTransitoryW end ¥Reading® fileg
are examples of records usually arranged by date, {para. 8, AFM, 181-k)

Prepered: 30 August 1962
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CLASSIFYING CORRESPONDENCE: The process of determining the proper place to - .

£’

file documents in a-séries of records (not to be confused with assigning

a security classification under AFR 205-1). Classifying is the systematic
arrangement of papers into groups or categories, based on some definite
scheme of natural relationships., It includes determining the proper file
designation or code to be entered on the documents and cross-reference needs,
(para. 16, AFM 181-l, and Sec ITI, AFP 50-1-1)

CONVENIENCE FILES: Extra copies (duplicates of %office of record% copies) of

communications or other documents maintained for ®convenience® or reference
by offices served by an "office of record.® Convenience files ARE NOT
authorized in the Air Force, Such files were authorized prior to 1 January
195ks but after that date, all files were required to be decentralized down
to the lowest effective level having a need for a particular group of records,
thereby eliminating the need for Mconvenience® files. (AFM 181uh 1 Sep 1953,
and para. 2¢(1), AFM 181k, 20 Feb 1958)

' CUBIC FERT OF RRCORDS: Records msésuring one foot long, one foot wide, and

CURRENT RECORDS: Records which are referred to frequently in erder to conduct
Rourrent™ business, normally files of the Mcurrent® year. (para, 0LO1L06a and

one foot high; used as a yardstick to indicate the volume of records on hand
as of 30 June each year, or volume of records retired to a records center

or placed in a records staging area. Measurements of odd-sized records are
obtained by taking the cubic measurement of the inside of the container
housing the records. All measurements are computed to the nearest twelfth
of a cubic foot, i.e., 1/12, 2/12, 3/12, etc, (para. 020202, AMM 181-5, and
310306a(10), AFM 181-8)

0LOLO5, AFM 181-5)

CUTOFF: Means to discontinue filing papers in a file after a stated period of
time, or on a stated date, or after a specified action or event, A new file

(that is; new folders) may or may not be establighed the next day, depending
on whether the file is of a continuing type or a one-time requirement.
(para. 04OLO2, AFM 181-5, and para, 29b, AFM 181-l)

GUTOFF TECHNIQUE: The fundamental principle designed to control records

accumulations, to prevent their growth into cumbersome and unmanageable
collections, and to facilitate economical destruction or retirement of rec-
ords in convenient blocks. -(para. O4OLOl, AMM 181-5, and para. 29a, AFM 181=k)

DISPOSAL: Means the destruction of records, or any other means by which their
existence as Govermment records is ended, whether they are sold as waste

paper, donated to an eligible individual or institution, or actuslly burned,
placed in waste-paper receptacles; or torn or mutilated beyond recognition.
(para. 0LO30L, AFM 181—5)

DISPOSITION:z A genersal term which refers to any means of chenging the custody
or existence of records. It includes their "“retirment,¥ ®"transfer,® and

"disposal." {para. 040301, AFM 181-5)

2 ®
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DISPOSITION GUIDE CARDS: A "guide card® with an AF Form 82, “Files Disposi-
tion Control Label," affixed to the guide tab and filed in front of each
series of records in filing equipment. (para. 19d(1), AFM 181-h)

FEDERAL REGCORDS CENTERm A records‘storage facility operated-by the National
Archives and Recerds Service, Genersl Services Administration (GSA), for
housing and servicing noncurrent records of the Federal Government. GSA
operates fifteen regional Federal Records Centers located at strategic
points in the Continental United States; plus an annex in Hawaii,  These
Centers house and service general record material, GSA also operates two
National Federal Records Centers in St. Louis, Missouri. These house and
service noncurrent records of civilian and military personnel; including
their payroll records, - Cne is located at 172k Locust Street which houses

 inactive records of civilian Federal Employees and nonappropriated fund -
employees; the other, the Federal Military Personnel Records Center,
located at 9700 Page Boulevard (known as the Air Force Records Center prior
to 1960) houses inactive military personnel records of the Armed Forces,
(Sec 1, Chap 31, AFM 181-5)

FILE COPY: Any copy of a document, whether original, duplicate, or repro=-
duced that 1s designated to be retained in the files of an office, This
-term should not be confused with ®record copy.® .

FILE DOCUMENT: A single document, such as a piece of correspondence, a
report, a completed form, a map or drawing, a bound volume, a photograph,
or a sound recordingD etc.

FILE FOIDER: A folded, unstitched, piece of material, commonly made of manila

or kraft paper stock in various weights and thicknesses, used as a "recep~

tacle" for keeping paper records in an unfolded, flat, and upright position.
Although folders are made with both “die cut® label tabs and metal and plas-
tic tab receptacles, the folder prescribed for standard use in the Air Force
is the "full cut® or.®square cut? folder., A ®full cut® tab means that the
tab extends across the entire width of the top of the folder, permitting

- ®tab positioning® by merely affixing a label in the position desired,
(para. 32a, AFM 181=h) ,

FILE GUIDE: The terms Ufile guide,¥ ¥guide card," ®index guide,® and "file

gseparators® are sane of the title used to describe the devices used for
showing the general arrangement or grouping of records, as well as acting
as supports for folders and “signposts® to guide a searcher to a particular
portion of a file, "File guides® are speciﬁlly constructed cards, having
both rigidity and strength, normally made of heavy paper stock, pressboard,
light-weight metal; or plastics. A "tab® in the form of a projection is

- found et the top of the body of the guide to provide a place for an iden-
tification label for the records or folders following., The “tab® is cut at
a height that will place it ABOVE the height of the records or folders, or
other device in which the records are grouped. The tabs on file guides:

- 'are made in various widths and are described in stock catalogues as 1/2 cut,
1/3 eut, 1/5 cut, ete.; which has reference to the width of the Wtab® 1n
relation to the width of the body of the guide, .As a standard item in the
Air Force, 1/3 cut guides, legal or letter size, are prescribed. Since-guide
cards are both rigid and strong, they psrform two secondary physical furic-
tions, namely as %supports® for the records with which they are placed to
keep them in a vertical position; and as a means for separating the records
and to withdraw them from the file, (para. 32b, AMM 181-l)

3
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FILE QUTLINE: That portion of the AF Form 80, "Files Maintenance and Disposi- .
Tion Plan,® which describes and outlines the arrangement of the asubjective
correspondence file. (para. 15g, AFM 181-4)

FILE SEPARATORS: (Bee "FILE GUIDE")

FILES DISPOSITION CONTROL LABEL: A 3% by L inch form label (AF Form 82) which
is affixed to a guide card tab in front of each series of records housed in
filing equipment, or to the outside of the container for odd-sized equipment
when it would be impracticable to place a guide card in front of the records.
A "guide card" with a "Files Disposition Control Label," AF Form 82, affixed
to the tab is known as a "Disposition Guide Card,¥ and is not to be confused
with guide cards used for locator or other purposes. The "Disposition Guide
Card®* identifies the records following and ocutlines the ultimete disposition
of the records according to the criteria set forth in AFM 181-5. (para. 19d,
AFM 181-1)

FILES MAINTENANCE AND DISPOSITION PLANz An 8 by 10% inch form (AF Form 80)
which is prepared by each oilfice of recordcin the Air Force, The “Plan®
1lists each series of records maintained by an office, indicates how each
gseries is arranged, and shows the proper paragraph in AFM 181-5 which
prescribes the eventual disposition of each series, The AF Form 80 when
used in conjunction with the AF Form 82 provides a compehensive and
efficient system for maintaining and disposing of Alr Force records, and
satisfies the requirements imposed upon the Secretary of the Air Force by
the Federal Records Act of 1950. (para. 19c, AFM 181-4) .

FILING EQU;H-IEJN_T_:: A1l types of equipment designed to house or hold records.
{para, 33, AEM 181-lL, and!Table of Allowancés 006)

FILING SUPPLIES, STANDARD: (See "STANDARD FILING SUPPLIES")

GEQGRAPHICAL FILING ARRANGEMENT: The method used to arrange documents by
geographical location, such as area, country, state, county, city, etc.
It is used when the geographlcal location is of primary importance in re-
referring to records, Such a' file is arranged in alphabetical order first,
by the name of the main geograph:l.cal division, such as ®state,* then by
the next most important subdivision required for reference purposes, such
as "counties," "cities, "or "names of bases." (para. 9, AFM 181-L)

GENERAL CORRESPONDENCE: Origlnals R carbon copies, or other reproduced copies
of letters, indorsements, memoranda, reports, messages, and related inclo-
sures which cover a wide varlety of subjects, received and/or created by
any "Air Force Activity." (para, 050101, AFM 181-5)

GENERAL CORRESPONDENCE FILE: An’ organized collection of Y%general correspond-
ence, " arranged and grouped by. the Air Force FUNCTION to which their SUBJECT
pertains, and then by related subjects under each function, utilizing the
Air Force Subjective Classification System. (para. 6, AMM 181-L)

GUIDE CARD: (See “FILE GUIDE“)
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.31. INDEX GUIDE: (See “GUIDE CARD")

32, LOCATOR GUIDE CARDS: Properly labeled #fils guides" dispersed throvghout a file
to serve as Wsignposts® to lead a searcher to specific folders or portion of

the file, and to “support™ folders in an upright position. (para. 25a, AFM
181-h) .

33, NONCURRENT REGCORDS: Records which are only referred to occasionally and which
- are no longer neéded for the conduct of current business. WNoncurrent® is
often used interchangeably with "inactive.® However, whether a group of
records has become ™noncurrent® or “Winactive® depends upon the way they are
used, who uses them, how often they are used or referred to, and how rapidly
they are accumulated, ( para. 0LO106b, AFM 181-5)

34, NUMERICAL FILING ARRANGEMENT: The method of arranging documents in numerical
sequence., 1THis method is used to arrange records that are usually identified
and referrsd to by number, such as bills of lading, requisitions, and purchase
.orders, Numbers are usually not assigned to documents for the sole purpose
of arrangement for filing by number, (para. 7, AFM 181-L)

35. OFFICE: A room, building, or the like in which a particuler kind of mission,

" business, or service is transacted, (See also BOFFICE OF RECORD.%) (WEBSTER'
New Collegiate Dictionary and The USAF Dictionary)

36, OFFICE ADMINISTRATION RECORDS: Correspondence, memoranda, messages, or reports,

. and related documents accumulated incident to the ¥housekeeping® activities

involved in ¥“running an office." They concern matters for which another
office has primary responsibility for documenting the governing policy and
procedures, They also may include documents which serve as a source of gen-
eral information pertinent to the ®primary mission® of the office but not
essential for Mrecord" purposes. They include documents concerning budget
requirements for operating the office, miligary and civilian personnel assign-
ments to the office, participation in charity campaligns, requisitioning office
supplies and equipment, local security and similar reports, requests for office

and parking spaces, and utilization of various office services, (para. 05010la(2)

and 0301ﬁ%b(2), AFM 181-53 Chapter 6, AFM 181-53 and para. 19e(2) and Appendix A,
AFM 181-

v

37, OFFICE OF PRIMARY INTEREST (OPL): 'An office having primary (first) interest
in a particular subject matter area, The office may or may not maintain 1is
own files and, therefore, should not be confused with Roffice of record.®

WOPI® i1s most commonly used in referring to the office originating or having
the main interest in a publication. (AFR 5-5)

38, OFFICE OF RECORD: An Yoffice® which has been assigned the responsibility for

the actual custody, maintenance, and disposition of records receivéd or .
created in the performanc¢e of a particular kind of business, mission, or
service, ( para. 2a, AFM 181-h)

1
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- OFFICERs A person who holds an office or position of authority or command,
Unless the context indicates otherwise, the unqualified word Mofficert ' .

includes commissioned officers, warrant officers, noncommissioned officers,
and civilians holding comparable positions, (WEBSTER{S New Collegiate

. Dictionary and The USAF Dictionary)

OFFICIAL: Of, pertaining to, holding, or derived from an office, position, or
trust., Authorized, necessary, or done by competent military or other Govern-
ment authority, especially Air Force authority; necessary in the conduct of
authorized Govermment affairs, especially Air Force affairs. (WEBSTER's New

Collegiate Dictionary and The USAF Dictionary)

OFFICIAL DOCUMENTS: A1l doctments issued by authorized persons pursuant to
Law or incident to the transaction of official business within the scope of
their autherity and responsibility, O0fficial documents are normally charac=-
terized by the identify of the official who has the authority to issue them,
the title of his position, and the organizational element to which he is~
assigned. The authority of an official to authenticate Air Force official
documents may be vested in him by statute; by regulation, directive, by del-
egation of authority, by assigmment of duties, or by being the incumbent of
a specific position, Coples of documents bearing facsimile signatures will

bs regarded the equivalent of an original. (AFR 11-17)

QOFFICTAL FILESs Organized collections of "official records." (para. OLOLOL,
AFM 181-5) ‘ : i

OFFICIAL RECORDS: All documents that constitute ®records® as defined below,
including copies made or rgceived by any Air Force activity or its officials
or employees, military or ¢ivilian, in the performance of Air Force or Gov- .

ernment business. (para. ObLO1OL, AFM 181-5)

ORGANIZATIONAL FILING ARRANGEMENT: The nethod used to group documents by the
name of the pertinent organization when the Yorganization® is of primary
importance when referring to records. This method is fundamentally an
alphabetical. arrangement of organizations as they relate to each other.
They are arranged by particular levels of command and subdivided by sub=
ordinate elements arranged alphabetically and numerically by the designa-
tions of the organizations., If both name and number organizational desig-
nations are filed in the same records series; the names are filed in front

of the numbers., (para. 10; AFM 181-L)

PERMANENT RECORDS: Those records designated in AFM 181-5 as having an enduring
or "permanent® value ~-= “permanent® meaning "forever® -~ and which must -
eventually be retired to a records center for preservation, (para, 0L0206,

AFM,. 181-5)

PERSONAL COLLECTIONS OF “OFFICIAL DOCUMENTS®: Copies of %“official® documents
accumulated by key officials because such documents reflect significant
decisions, events or transac¢tions in which they are personally involved as
a result of the position they hold. Such collections are usually formed on
a highly selective basis and frequently document certain activities, ex-
periences or events more effectively than the normal #office of mcord® collec-
tions in which the %official® record copies are maintained. These collections .
of documents are ®officlal® records and are reguired to be maintained intact,
as separate collections; identified with the official who accumulated them,

6
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and retired, pfeserved, and. ultimately offered to the National Archives with
other permanent. records of the Department of the Air Force. (para. OLO10Lb,
AFM 181-5 )

POLICY OR PRECEDENT FILES: Extra coples of selected documents that reflect
policies, precendents, procedures, and instructions that govern the perform-
ance of the "mission® and the operation of an office. They are used as a
"ready® reference in conducting daily business and as & means of indoctrina-
ting new personnel. They are maintained on a CURRENT basis as a "separate
series of records® in a single folder or binder. The file is kept current
on a continuing basis by replacing superseded documents, removing obsolete

documents, and adding new documents. (para.. 19.1 AFM 181k, and 050203,
AFM 181-5)

PRIMARY MISSION RECORDS: Correspondenca and. other documents accumulated by an
T Woffice™ in performance of the functions or duties for which the office was

estazlished. (paras 050101a(l) and (050101b(1), AFM 181-5; and 19e(l), AFM
181=L) _ :

PRIVATE DOCUMENTS: Communications or other documents received by an individual

“from any source which concerns his individual status or other private or
personal affairs, (NOTE: The copy or copies made and retained by the Air
Force activity or official from which they are received are "official® docue
ments and become a part of the fofficial file.") (para. 0L010La, AFM 181-5)

READING FILES: Extra copies of correspondence and other documents, usually

arranged chronologically by day, week, or month, assembled for ready réfer-
ence, routing through the office, or similar rnutine administrative reasons,
Since the "record® or "file copy™ is required to be filed in the Tofficial
files,™ reading files are required to be destroyed immediately after they
have served their purpose or after 3 months, whichever is sooner. (para.
050103, AFM 181-5) :

L

RECORD COPY: That copy of a document which is regarded by the activity as
the most important or #key® official copy. This term (record copy) should

. not be confused with “file copy™ which may or may not be regarded ss the
fracord copy.W

RECORD SET OF PUBLICATIONS: One copy of each publication issued under AFR
-5 and AYM 10-3 which is regarded as the %key® official copy and maintained
by the headquarters issuing the publication. The ®record set® is the one
designated for retention for a speclific period of time and includes not only
a copy of the printed publication, but all essential background material
pertinent to the publication's issusnce. (para. 230207, AFM'181-5)

'RECORDS: The paper or papers or cther materials upon which evidence is
written, printed, inscribed, or recorded in support of an act or to per=

petuate knowledge, Library and museum materials made or acquired and. pre-
served solely for reference or exhibition purposes, and stocks of publicae-
tions, printed documents, and blank forms are specifically excluded from

the definition of "records.® (The Records Disposal Act of 1943; paragraphs

. 040101 and OLO103, AFM 181-5; and WEBSTER's New Colleglate Dictionary; and
The USAF Dictionary)
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- RECORDS. CLERK 3 - The individual assigned the duty of -actually maintaining and

--;Aand control of a designated records officero (Section 2, Chap 31, Aﬂﬂ 181-5)

servicing the files in an office. (para. 3d, AFM- 181-h)

RECORDS CUSTODIAN : An ¥official? administratively responsible for an office,
_and for insuring the proper maintenance and disposition of the. records and’
use of filing equipment in his oustody. (para. 3c, AFM 181-h)

RECORDS MANAGEMENTs The  application of administrative management techniques
to ‘insure the adequacy, propriety, essentiallity, and efficiency of documenta-
tion and records maintenance and disp051tion. (AFR 181-1) '

RECORDS MANAGEMENT OFFIGERo An “official" designated atl each maJor air command

headquarters, and in some major subordinate command headgquarters, to see that
the objectives of the Air Force Records Management Program are fulfilled and
carried out throughout each maJor air command. (AFR 181-1) .

RECORDS OFFICER. ‘An-“official“-deSignated‘at-various'1evels of command, below
major subordinate command level, to monltor the Records Management Program
in his headgquarters and its constituent elements, and to serve as a consultant
-0 records-custodisns and records clerks in carrying out the provisions of
Records Management directivea. (AFR 181-1 and para. 3b,. Aﬁﬂ l&l-h)

ltREEORDS STAGING AREAs A designated storage area at each Air Force installation

~.in which noncurrent records are placed at times specified by the major air
command, to be stored until they become eligible for destruction or retire-

ment to- a records center,- The staging ares.could be abasement, the whole

or part.of a warehouse, or a barracks type building under the supervision ) .

: RETENTION PERIOD. The total period ‘of time a series of records, claeeified and -

unclassiliied, must be retained before they may be destroyed. The total re-
tention period includes the total time records must be kept in an office,

in local staging areas, and in records centers, Retention periods are usually
stated in terms of years or months, but sometimes are expressed as tontingent
upon the occurrence of an action or event, as in ®Destroy when superseded or -
obsolete%§ or "Destroy 6 months after date shown on the form.® (parao 0L0L03,
AFM 181- :

RETIREMENT: The placement of records in a records staging area or the forward-
g of records to a designated records center for storage, serv1oing, and
ultimate disposition. Cpara= Ob,0302 AFM 181-5) .

ROUTINE GONTROL-RECORDSa Papers or materials having no documentary or evidential
value and which are normally not filed.  These are accumulated in the process
of producing ®records,® but never acquire a ®record® character. They may in-
clude any kind of recording media performing a subsidiary or feeder-type fun-
ction. The consist of, but not limited to, working papers, preliminary. or
intermediate drafts, preliminary worksheets or notes and similar materials
that are summarized in final or other form and that have no evidential or in-
formational value once action has been completed; reproduction materials such
as. stencils, hectograph masters, and offset plates; shorthand notes, steno=
graphic notebooks, and stenotype tapes that have been transcribed; charts,



http:simil.ar

diagrams, and other graphié materials prepared from source materials and =~
used for briefings, etcs project: control -cards, ‘routing slips, ‘and similar
papers, including subsidiary.documents -of data recorded on microfilm, tape,
machine punched .cards, ‘and -so.forth, used in mass data processing :systems,

- ‘These types of ‘documents, if not ‘covered by specific'disposal instructions

in AFM 181=5, are :required to be destroyed after they have ‘served their
purpose°'EXCEPT, if such ‘materials -are required for other administrative
purposés for more than oné year, they are required to be scheduled for dis-
position under a paragraph cther-than paragraph 050201, AFM 181-5,

63. - ROUTINE TRANSITORY RECORDS: Documents, both original and informational .copies,
—received by an office but which do not contrain information of a procedural

or policy nature applicable to the office;.that .do not require action by the
office; that involve .a routine transgction; or that do not contain informa-
tion of. continuing reference value beyond 90 days., They may include, but are
‘not limited ‘to, letters or other itransmitting papers that add ‘no-significant
~information to'the'material?submitted;-published'mﬁtefialS“received friom
other activities or offices .and which .require no action and ‘are not required
for continuing reference; information -copies of correspondence, memoranda,
and other papers that require no administrative acticn or not required for

: .continuing reference; routine requests for information, -publications, or

supplies; and duplicate copies of material maintained within the same

organization when serving the same functional purpose. {para, 050102, AFM
1815, -and Thae. Records Disposal Act of 1943) - : ‘

SERIES QF. RECORDS, Groups of documents or other materials which because of

reference requirements, volume,: ‘physical nature, or ultimate disposition are
maintained separately from other groups of documents or: materials,=and which
may or may not be arranged under different filing arrangements. -A "series

of records* (or, sometimes called “records series) .is arranged and maintained
to serve s specific purpose and identified by a name or designation which
indicates the function the group .of documents performs as .a file, suchias
suspense files, reading .files, transitory files, correspondence files, iref-
erence publication files, locator card files, claeims files, contract files,
work order files, personnel files, etc. (para. L, AFM 181-L)

STAGING AREA: (See MRECORDS STAGING AREAM)

SUBJECTIVE CORRESPONDENCE FILE: .(See “GENERAL CORRESPONDENCE FILEM)

SUBJECTIVE FILING ARRANGEMENT s

The method of arranging documents by topics

and then by relsted subjects within each topic. -This method is unsually

used for arranging general correspondence, -All Air Force general corres-
pondence files must be arranged according to the Air Force Subjective

Classification System., (See slso "GENERAL CORRESPONDENCE FILE") (para. 6,
AFM 181-k, and para. 050101, APM 181.-5)




STANDARD FILING SUFPLIES: Specific types of filing folders, guides, and labels

prescribed in AMM 101-k for standard use throughout the Air Force. They ares .
KRAFT FOLDERS, square cut, reinforced top, scored for 3/l inch expansion, legal
or letter slze, for general correspondence. files, PRESSBOARD FOLDERS, square

_ cut, 'self tab, 1 inch expansion, legal or letter size, for %case" or Mproject®

files, -and . then only when the KRAFT folder will not withstand the added volume
or use,. GUIDES, pressboard gray, 1/3 cut, self tab, witholt lower. projection
. letter or legal size. -LABELS, gummed one side, blank in fanfold strips, 3-3/&

in.by}:1/8 inches, (para. 32 A 181-4)

- SYSTEMATIC -DISPOSITION: The- dilposition of -series of records in- complete blocks
— after specilied cutoff periods rather than from individual dates of -documents

within a series.-(para. 0h0h01, AFH 181-5)

TEMPORARY REGORD8- Records which are diEpcsable -after a stated period of time,
“regardless of the length of time involved. "Permanent™ means #forever® and
. should not be used when refer;ing to records having a. specified 1ife span.

(para. 0140207, AFM 181-5)

TRANSFER: The change of custody of records from one activity or agency to
anotEEr, as distinguished from “retirement® .of records to a staging area or
records center, (para, Oh0303, LFM 181-5) S _

o+ . .
WRITTEN COMMUNICATIONS: Any written means of passing .on or receiving instructions,
directives, infommation, etc., from one activity or person to another, The
unqualified word "communications® include letters, indorsements, mémoranda for
record, messages, reports, ‘staff studies, reports of board proceedings, publica
: tions, and ordera, (AFMs 10-1'and 10-]4, and para, 040101, AFM 181-5) b
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AFM 1814

. AIR FORCE MANUAL DEPARTMENT OF THE AIR FORCE
NO. 181-4 Washington, 8§ October 1966

Records Management

MAINTENANCE OF CURRENT RECORDS

This munval prescribes policies, procedures, and techniques for maintaining current records. It ex-
plains how to establish basically vniform, economical, and efficient practices for muintaining all
types of current records.
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Chapter 1
OBJECTIVES AND RESPONSIBILITIES

1. Why Records and Efficient Records Mainte-
nance Practices are Necessary. Records play a
vital role in managing and operating Air
Force activities. They serve as the memory
of the organization, a record of past events,
and the basis for future actions. Records

maintained systematically will be complete, '

easily accessible, and properly arranged to
serve current and future purpcses, Elim-
inating duplicate and unnecessary records
reduces the expense of handling and the cost
and amount of supplies, equipment, and office
space. Locating records properly within the
organization allows full use and eliminates
duplicating current records. TUsing the
proper supplies and equipment further en-
hances the files operations. The following
text containg procedures and criteria for at-
taining these goals.

2. Supplemental Publications. Command sup-
plements to this manual or other publica-
tions that change the basic policies, pro-
cedures, or formats prescribed herein are
prohibited. Forward a published copy of each
major command supplement or other publi-
cation that implements this manual, with
related forms, to HQ USAF (AFDASB).

3. Duties and Responsibilities.

a. Records Management Officers, appoint-
ed according to AFR 181-1, will:
(1) Exercise staff supervision over the
program 1o insure that:
{a) The policies and procedures pre-
scribed in this manual are complied with
throughout the command, and

(b) Corrective action is taken when
required.

(2) Coordinate and adjust command
records maintenance practices 1o insure ade-
quate documentation and to facilitate the dis-
position of records.

(3) Insure the full and economical use
of equipment, supplies, and space for keep-
ing records (see chapter 4),

b. Records Officers, appointed in accord-
ance with AFR 181-1, are responsible for
monitoring the program at their headquar-
ters and its constituent elements. Reference
to records officers in this manual includes
those persons assigned the duties of a ree-
ords officer on a part-time basis. Specifically,
the records officer will serve as a consultant
to records custodians and records clerks in
carrying out the provisions of this manual.
He will insure that all records are properly
identified on AF Form 80, “Files Mainte-
nance and Disposition Plan,” so that correct
disposition instructions are prescribed on
AF Form 82, “Files Disposition Control
Label.” (See paragraphs 10 and 11). He will
also review all requests for filing equipment
to insure proper use in compliance with para-
graph 26b.

¢. Records Custodians are officials in
charge of organizational elements which are
“offices of record.” (See paragraph 4.) They
are also responsible for the adequate mainte-
nance and appropriate disposition of the rec-
ords and for the proper procurement and
use of filing supplies and equipment in their
custody (see paragraph 26a).

d. Records Clerks are individuals who
have been assigned the duty of maintaining
and servicing the files in an office of record.
To do this job effectively, the records clerk
must:
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(1) Know the functions of the office for
which the records are maintained.

 (2) Know what purpose the records are
to serve and adjust the filing practices ac-
cordingly, so that accurate and efficient ref-
erence service can be furnished the users of
the file.

3 Octoher 1966

(3) Know and apply the records main-
tenance and disposition procedures applica-
ble to the records he maintains.

(4) Consult with the records custodian
and, when necessary, with the records officer
regarding problems affecting the mainte-
nance and disposition of records.
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Chapter 2
PLANNING AND ARRANGING FILES

4, Where Records Are Located (Offices of Rec-
ord). Records are located at organizational
levels where effective documentation of as-
signed functions and responsibilities can be
assured—offices that have primary interest
in the subject matter documented by the
records and the primary need to use the files.
These locations are known as offices of rec-
ord, Each office of record is responsible for
the custody and mazintenance of the perma-
nent and temporary current records of the
offices it serves. For example, an office re-
gsponsible for a specific aspect of ‘“adminis-
trative management” such as *“records man-
agement” has custody of all documentation

pertaining to that function, At that level,

documentation and reference requirements
can best be determined. Thus, the functions
and responsibilities of the offices served by
the office of record are segregated and com-
pletely documented—this makes the files
more useful, improves documentation of
funections, and facilitates disposition of the
records, To insure conservation of person-
nel, equipment, and space; rapid and eco-
nomical filing and reference; and protection
of records, consider the following factors in
physically locating records:

a. Access. Insure that records are suffi-
ciently accessible to the using aectivities so
that maintenance of duplicate files is un-
necessary.

b. Security.

(1) Maintain classified files in approved
security containers or in space approved as
a secure room or alarmed area in accordance
with AFR 205-1,

(2) Provide other supplemental safe-

guards required to adequately safeguard clas-
sified documents.

¢. Space:

{1) Adequacy. Space should be adequate
for present and anticipated records mainte-
nance and service needs. To preclude filing
and finding delays and low work output, con-
sider the following in determining the proper
amount of space required for files:

(a) The maximum quantity of records
required to be maintained at one time; that
is, the volume of records on hand at the end
of the calendar (or fiscal) year plus the esti-
mated accumulation of the next year.

(b} The minimum number of file con-
tainers required to house the records in (a)
above. Floor space required for file con-
tainers is the space actually occupied by the
file containers plus essential access and work-
ing (aisle) space. {An allowance of 6 square
feet of space is normally adequate for a
letter-size filing cabinet.)

(¢) The minimum floor space required
for necessary desks, chairs, tables, racks,
storage cabinets, machines, etc., is based on
the space actually occupied plus necessary
access and working space.

(2) Suitability. Space should be suitable
for requirements of the files operation. To
insure efficiency of operation, files protection,
and safety, health, and morale of records
personnel, consider the following:

(a) Ventilation and heating should be
comparable to that in other administrative-
type working areas.

(b) Lighting should be comparable to
that in normal office space—free from glare
caused by sunlight, exposed bulbs, or dis-
tracting reflections.
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(¢) The floor should be strong enough
to support the weight of the files, equipment,
and personnel.

d. Arrangement, Arrange files equipment
and supplies in collocation with files person-
nel to provide:

(1) Direct and smooth workflow with a
minimum of travel, cross-movement, and
backtracking.

{2) Placement of equipment as near as
practicable to the most users.

(3) That the use of the records is
appropriate to the work involved, e.g., classi-
fied records are located away from windows,
doors, ete., to prevent unauthorized access.

5. Planning Files. The files of an office of rec-
ord consist of one or more “records series.”
A “records series” is a group of documents
with similar characteristics which is main-
tained apart from other groups of records in
the office of record, The first planning step is
to separate the records into series. This will
reduce finding time by reducing the area of
search.

‘a. When establishing records series, con-
sider the following factors:

{1) Records have different retention re-
quirements.

(2) A large group of records of the
same kind serve the same purpose.

(3) Physical characteristics (nonstand-
ard size and shape) preclude filing with
standard size records—see paragraph Tg.

’ (4) Frequent, easy reference to a par-
ticular group of documents is necessary.

. b. Following are examples of records more
effectively maintained as separate records
series:

(1) Record sets and reference collec-
tions of publications.

(2) Control type records, such as index
cards, locator cards, mail control records,
document receipts, ete.

. (3) Records with short retention re-
quirements such as locator files of messages
and transitory and reading files.

i
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(4) Case or project files, such as civilian
and military individual personnel records and
claims and contract case files.

(5) Specific series of records maintained
as prescribed in a separate directive, i.e., nu-
merical and functional forms, bills of lading,
supply records, ete,

(6) General correspondence (subject}
files.

{(7) Nonstandard size records such as
film, tape, disks, cards, and ecartographic
media.

6. Avoid Unnecessary Filing. In an efficient fil-
ing system, all unnecessary papers are elim-
inated before they are filed. Following are
some of the means by which this is done:

a. Limit the creation of formal communi-
cations (i.e., use DD Form 95, “Memo Rout-
ing Slip,” “short-note” replies, etc., when-
ever posgible—-see AFM 10-1),

b. Limit the number of copies of each docu-
ment prepared to those which are specifically
required or requested or which serve a valid

purpose.

¢. Eliminate file copies of routine communi-
cations which require no record—do not pre-
pare file copies of:

(1) Each form and/or guide letter sent
when a simple notation on the incoming com-
munication will suffice—see AFM 10-1;

(2) Routine
10-1; and
(3) Copies of letters furnished solely

for information purposes unless it is known
they will be subsequently referred to,

transmittals—see AFM

d. Limit “extra copy” files to those which
prove efficient to those offices having suf-
ficient justification for their maintenance.

e. Limit the technical reference material
received and filed to that which will be of
significant reference value.

7. Basic Types of Records Series.

a. Relaoted Documents IFiles. Individual
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documents or groups of documents perform-
ing the same function or reflecting similar
or comparable transactions are filed to-
gether, e.g., bills of lading, requisitions, ete.
They are usually filed by name or number
and are terminated (cut off) either after a
specified length of time or upon the occur-
rence of an event.

b. Case Files. These files are comparable to
related documents files described above but
reflect the “case history” of a transaction or
document a series of related actions concern-
ing a person, organization, location, product,
or thing, e.g., contract case files, master per-
gonnel records, research and development
project files, ete. Typically, a case file docu-
ments a transaction or relationship from be-
ginning to end. Accordingly, they are ter-
minated upon the occurrence of an event such
as contact completion, retirement of an indi-
vidual, or completion of a projeet.

¢. Case Working Papers. These are short-
lived correspondence and working papers
accumulated in connection with specific case
(project) files. They include background and
working materials such as reference ma-
terials and data obtained for the case or
project, data analyses and summaries, drafts,
and other preliminary papers leading to final
results or findings. The most common type
of working papers are routine requests for
reports or data on the case or project, rou-
tine correspondence concerning the adminis-
tration of case or project, extra copies of
documents or reference materialg in the case
file, etc. Although these papers should be
segregated from the important case docu-
ments, they may be filed in the same case file
folder but segregated within the folder. They
may also be filed in separate folders and the
folders placed t{ogether within the file
drawer.

d. Routine Transitory RKecords. These are
short-lived records that do not contain pro-
cedural or policy matter applicable to the re-
ceiving office. Transitory records:

(1) Involve routine transactions;
{(2) Do not contain information of con-
tinuing reference value; and
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{3) May consist of transmittal letters

or forms; requests for routine information,
publications, or supplies; communications
correcting reports or other minor corrections
to records; and/or documents not requiring
action by the receiving office.
The recognition and separate maintenance
of transitory material is important. Imme-
diately destroy transitory material which has
served its purpose rather than file it. Elimi-
nation of this material simplifies filing and
disposition—there are fewer papers to code,
sort and file; reference to important papers
is easier and faster; and the need to “screen”
records at time of disposal is eliminated.
Chronologically maintain as a separate rec-
ords series that material to be of reference
value for 90 days or less. If the volume war-
rants using more than one folder, four fold-
ers may be used as illustrated in figure 1
(item 3). Use one folder each month. At the
beginning of each month, place the folder
used the previous month hehind the other
three folders until all four folders have been
used. At the beginning of the fifth month,
destroy the contents of the folder in front
and reuse the folder for that month, ete,

e. General Correspondence (Subject) Files.
Each office of record will normally have a
separate correspondence file. This file consists
of originals and copies of commmunications,
memoranda, and related attachments. This
correspondence invariably involves a wide
variety of subjects and as a consequence can
best be identified and used if .arranged by
subject. The prescribed system for the sub-
ject arrangement of Air Force corre-
spondence is the Air Force Subjective Classi-
fieation System found in paragraph 9 and
attachment 1.

f. Technical Reference Muterials. These
materials may include copies of publications,
special reports and/or studies, periodicals,
ete, required by the accumulating office as a
“technical reference library.” These materials
should be evaluated and only those which are
current and will be of significant reference
value ghould be filed. They are usually main-
tained by offices such as those involved in
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statistical reporting, research, development,
and gathering and disseminating informa-
tion.

g. Extra Copy (Convenience) Files. These
are extra copy files of documents created or
received by an office in addition to those filed
in other established records series, i.e., copies
maintained only for convenience of refer-
ence. They should not be maintained by offices
unless there is sufficient justification for their
use, .

(1) Reaaing Files, These are coples of
outgoing communications (lelters, messages,
ete.) or other documents maintained for
ready reference, signature control, prepara-
tion of periodie activity reports, or similar
routine administrative reasons. (See para-
graph 4-5, AFR 205-1D, 5 May 1965.)

(2) Policy Reference Files. These are
copies of selected documents reflecting poli-
cies, precedents, procedures, and instructions
governing the performance of the mission
and operation of the office. They are used as a
ready reference in conducting daily business
and as a means of indoctrinating new person-
nel. The file is kept current on a continuing

~ basis by replacing superseded documents, re-

moving obsolete documents, and adding new
documents.

h. Nonstandard Size Records. Nonstandard
size records such as card files, large maps and
charts, roll of film, tape recordings, etc., are
filed separately when their size and shape
preclude filing with standard size records
They may include:

(1} Still Pictures — occasionally re-
ceived prints may he filed with the regular
files whereas the negatives require special
housing and care for preservation.

(2) Sound Recardings—some disks can
be filed with standard size records whereas
even a small volume of tapes must be filed
separately.

(3) Mugnetic and Paper Tupes, X-ray
Films, and Micropholographs.
(4) Aeriel Photographs.

(5) Engineering Drawings — may be
blueprints, diazo prints, pencil sketches, or
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tracings on vellum which require special re-
production equipment. Some oversize maps
and drawings can be folded and filed with
related papers in the regular files. However,
tco many bulky folded papers seriously
hampers filing and reference in standard
size records. If more than 10 percent are
oversize, file them separately.

(6} Punched, Microprinted, and Micro-
film Aperture Cards.

8. Basic Filing Arrangements. After determin-
ing which records will be filed as separate
records series, select a method of arranging
each series. The selected arrangement should
permit ease of filing and finding and pre-
clude the use of separate indexing systems,
whenever possible. Frequently, filing pro-
cedures for a specific series of records are
provided in the directive which prescribes
the records. However, when records are ac-
cumulated for which specific filing instruc-
tions are not prescribed, select one of the
following arrangementis for the records
based upon the feature by which the records
will most often be requested. Within the
basic arrangement selected for the records
series, one or more of these arrangements
can be used for further breakdown or sub-
division of the series. For example, records
geographically arranged may be further ar-
ranged by organization; records filed by
subject are further arranged chronologically.
See paragraph 26a(3) for obtaining ap-
proval of patented filing and indexing sys-
tems.

NOTE: The office requiring the creation of specific
records may prescribe the filing system for the ree-
ords providing they follow these basic arrangements.
If the system is rather common, it will be included in
this manual.

a. Numerical Arrangement. This system is
used to arrange records normally identified
and referred to by number, such as bills of
lading, requisitions, purchase orders, efe.
Other records, such as accounting documents
are more useful when arranged by allotment
number, (NOTE: As a general rule, with
the exception of subject codes, do not assign
numbers to documents for the sole purpose
of arrangement for filing. This practice re-
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quires the establishment of additional in-
dexes to locate the documents.) The two most
common methods of arranging files by num-
ber are discussed below.

I (1) Consecutive Numericul Sequence.
This is the conventional method of numer-
ieally arranging files—the numbers are ar-
ranged by their normal sequence, e.g., 1, 2,
3, 4, ete.

" (2) Terminal Digit Method. Using this
method, the digits {in groups of 2 or 3) are
read from right to left. They are arranged
first by the last two or three digits (primary
group), then by secondary group, etc. The
following example of “123456” illustrates the
difference between the consecutive sequence
and the terminal digit methods.
Consecutive Scquence Terminal Digit
112 34 56 12 34 56
: Primary

Secondary
: Tertiary
NOTE: Consider using the terminal digit method
when decuments to be numerically filed have gaps in
their numerical sequence, have 5 or more digits, and
consist of 25,000 cards or papers or 10,000 case
folders. This system speeds sorting and filing, re-
duces errors caused by transposition of numbers, and
permits better workload distribution.

b. Chronological Arrangement. This sys-
tem is used to arrange files in date sequence
when the date is the primary means of ref-
erence. It is the most useful method for
keeping documents in small, manageable
groups, usually by year, month, and day.
Chronological arrangement is frequently
used in conjunction with other arrange-
ments. Transitory, reading, and suspense
files are examples of records which are ar-
.ranged by date.

i ¢. Geographical Arrangement, In this ar-
frangement, papers are filed by geographical
‘location such as area, country, state, county,
‘ete. It is used when the geographical loca-
!tion is the primary means of reference. Files
iare arranged in alphabetical sequence first
by the name of the main geographical divi-
"sion, such as a state, then by the next most
' important subdivision required for reference
.such as counties, cities, or names of bhases.
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d. Organizational Arrangement. This ar-
rangement is used when the grouping of
documents by the name of the pertinent or-
ganization is the primary means of refer-
ence. Organizational arrangement is funda-
mentally an alphabetical arrangement of
organizations as they relate to each other.
They are arranged by particular levels of
command and subdivided by subordinate ele-
ments arranged alphabetically and numer-
ically by the organizational designations. If
both name and number organizational desig-
nations are filed in the same group, file the
names in front of the numbers.

e. Alphabetical Arrangement. This ar-
rangement is used to file documents by name
of persons, companies, agencies, ete., in
alphabetical sequence. In arranging papers
alphabetically, disregard articles, conjune-
tions, and prepositions but inclose them in
parentheses. Apostrophe s (’s) does not af-
fect filing arrangement; however, 8 apos-
trophe (8’) does. Specific rules follow:

(1) Surnomes—arrange by names of
individuals in alphabetical seguence first by
surname, then first name or initial, and then
by middle name or initial. In filing, disre-
gard titles such as Jr., Sr, Dr., etc., but
inclose them in parentheses following the
hame.

Example: Allen, A.
Allen, A. B. (Capt.)
Allen, A. B. (Dr.)
Allen, Alice

(2) Hyphenated and Prefized Surnames
-—arrange as one word.

Example: Dalion Page, A. D.
D’Arcy Page-Lewis, 5. M.
Dawes Pagella, T, M.

MacGinty Van Burgund
M’Ginty Vancourtland
(3) Abbreviations and Names contain-
ing Numerals—arrange as though spelled
out.

Example: Assm __..__________ Association
Mt o ____ Mountain
19th ____ . _____ Nineteenth
st o Saint

!
!



e —— —r e — W

3 October 1966

(4) Names Consisting of Initials (Trade
or Coined Names of Firms)—arrange as one
word.

Example: OAR Chemical Company
0OAX Radio Station
PDQ Messenger Service

{(B) Names Containing Words Denoling
Direction—arrange as one word.

Example: South East __________ Southeast
West Side ______._____ Westside

(6) Names of Institutions, Schools, and
Colleges Containing an Individual's Neme—
arrange by first name. (This does not apply
to eompanies and other business organiza-
tions.)

Example: Georgetown Hospital
George Washington TUniversity
John Hopkins University

(1) Organizational Titles Containing
Names of Individuals—arrange first by sur-
name of the first individual mentioned.
Example: Charles Brown and Henry Jones

Brown, Charles (and Henry
Jones}

Charles Brown and Company
Brown, Charles (and) Com-
pany

(8) Compound Geographical or Loca-
tion Words—arrange as written.

Example: Fort Monmouth Supply Company
Newark Provision Company
West Virginia Grocery Company
West Wellington Motors

(9) Identical Firm Names - arrange
first by firm name and then by location,
Example: Brown & Company, Denver, Colo

Brown & Company, Los Angeles,
Calif
Republic Aviation Corporation,
Denver, Colo
Republic Aviation Corporation,
San Francisco, Calif
(10) Chambers of Commerce, Boards of
Trade, Banks, Newspapers, etc., for which
the city is the identifying word—arrange
first by city with the state in parentheses
and then by name of the chamber of com-
merce, ete.
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Example: Chamber of Commerce, Wash DC
Washington (DC) Chamber
(of) Commerce

(11) Federal Departments and Subdivi-
sions—arrange by name disregarding the
parent organization.

Example: Department of the Air Force
Air Force, Dept {of the)
Executive Office of the
President—President, Executive
Office (of the)

(12) Stute, County, Municipal, or For-
eign Government Offices (such as depart-
ments, boards, bureaus, ete.)—arrange first
by name of state, county, ete., then by name
of department.

Example: Police Department, Arlington
County, Va,
Arlington County (Va) Police
(Dept)

(13) Nongovernment Firms With
Names Beginning With “State, City, County,
Board of, Bureau of,” etc.—arrange as writ-
ten,

Example: City Office Supply Company
Committee (for) Hospitality

(14) Firms Operoating Under More
Than One Name and Firms With ¢ New
Name-—arrange by most active or current
name, as applicable, and ecross-reference
other appropriate names.

(18) Fraternal and Similor Orgeniza-
tions When Part of a Larger Organization—
arrange first by name and then by parent
organization.

Example: American Legion, Arlington Post,
Va.
Arlington (Va.) Post, Amer-
ican Legion

(18) Indexing the Alphabetical File, In-
dexing an alphabetical file is accomplished
by placing guides to indicate the various di-
visions and subdivisions of the alphabet
under which each group of names falls, The
number of alphabetical subdivisions used in
a file depends upon the number of names
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Ander Bu D Fo Hat Ke Me Pr Smith w
Ar C De Fr He Ki Mi Q-R Sp War
B Car Di G Hi Kn Mo Ri St We
Bar Ch Do Ge Ho K Mu Ro Sto Wh
Be Cl Dow Go Hon Le N Ros T Wi
Ber Co E Gr Hu Li Ni ] The Wo
Bi Con El Gro I Lo 0 Sch Ti XYZ
150 Division

A Br Cun Fl Har Jones Man P Se v
Al Bro D Fo Harr K Mas Pe Sh Ve
Am Bu Davis Fr Hat Ke McA Pet Si w
Ander Bur De Fri He Kel MceD Pi Smith Wall
Ar C Del G Hen Ki McK Pr Sn War
At Car Di Gar Hex Kn Me Pu Sp We
B Cas Do Ge Hi Kr Mi Q-R St Wei
Baker Ch Dow Gi Ho L Miller Re Sto Wh
Bar Che Du Go Hol Lar Mo Ri Su Wi
Be Ci E Gr Hon Le Mor Ro T Williams
Ber Co El Gre Hu Lei Mu Ros Te Wilson
Bi Con Et Gro Hun Li N Ru Tho Wo
Bl Coo F H I Lo Ni S Ti Wr
Bo Cor Fe Hal J Lu o Sch Tr XYy
Bon Cr Fi Ham John M Or Schm U zZ

Figure 2. Alphabetical Divisions.

in the file and whether the materials to be
filed by name are individual papers, cards,
case files, etc. As a general rule, provide an
alphabetical subdivision guide for each 10
to 20 name folders, or for each 25 to 50
name cards. Standard sets of alphabetical
subdivision guides are available in a wide
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variety of numbers of subdivisions. When
such guides are procured, specify “non-
terminal” alphabetical subdivisions, such as
those illustrated in figure 2. Use the number
of guides that makes searching the files
easiest, but remember that too many guides
defeat their purpose.
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f. Subjective Arrangement. This arrange-
ment is used when the grouping of documents
by subject is the primary means of reference,
The subjective arrangement of general cor-
respondence files (see paragraph 7e) has been
standardized Air Force-wide (see paragraph
9). This standardized arrangement is known
as the Air Force Subjective Classification
System.

9. Air Force Subjective Classification System.
This systemt has been designed to arrange
and group correspondence and other related
papers described in paragraph 7e by the
function to which their subject pertains.
Exception: Small groups (less than 190
papers) of documents with a retention period
of 1 year or less may be filed in the “ADM—
Office Administration” portion of corre-
spondence files created at major subordinate
command level and above and in all corre-
spondence files at lower levels when such ac-
tion facilitates reference and simplifies dis-
position.

a. Major Subjective Categories, All of the
functions performed by Air Force activities
have been grouped into 25 broad categories
which are referred to as “major categories.”
A list and description of each major category
follows:

(1) ADM—OFFICE ADMINISTRA-
TION. This category is established for
classifying and grouping all documenis ac-
cumulated in carrying out the internal ad-
ministration or “housekeeping’ activities of
the office, as distinguished from those docu-
ments that are incident to the primary mis-
sion, For example, this category will consist
of:

(a) Correspondence pertaining to the
administration of personnel assigned to the
office.

{b) Records pertaining to charify
campaigns.

(¢) Local mail handling and control.

{d) Local security records.

Thus, this category serves as a convenient
means for segregating all nonmission corre-
spondence and related paper which should be
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retained for one year at all levels of the orga-
nization—see Chapters 5 and 6, AFM 181-5.

(2) CIV—CIVILIAN PERSONNEL
ADMINISTRATION. This eategory includes
subjects relating to the functions affecting
eivilian personnel including classification;
pay administration; recruitment, employ-
ment, placement, and separation of civilian
employees; emplovee-management relations
and necessary employee services; career de-
velopment of civilian employees: participa-
tion in the programs of the Board of U.S.
Civil Service Examiners; and promotion and
administration of the Air Force employee in-
centive programs. All subjects pertaining to
civilian pay operations are correlated under
FINANCIAL ADMINISTRATION, Al sub-
jeets pertaining to civilian training are eor-
related under TRAINING except those con-
cerning the career development program,

(3) COM—COMMAND CONTROL
AND COMMUNICATIONS. The subjects in
this category relate to the management, con-
cept of operations, system processing, and
individual systems/progress for all Air Force
command and control matters. It also in-
cludes subjects relating to the establishment,
maintenance, and operation of facilities for
the electrical transmission of communica-
tions, fixed radio, wire facilities, and fre-
quency management.

(4) ENV—AEROSPACE ENVIRON-
MENT. This category includes subjects con-
cerning the total aerospace environment, such
as weather forecasting and observing, related
meteorological activities and services, solar
ocbserving and forecasting, solar-terrestrial
effects, and related aerospace environmental
activities and services.

(5) FIN—FINANCIAL ADMINIS-
TRATION. This category includes subjects
relating to the disbursement, collection, and
accounting for public funds; the operation of
the appropriation, expenses, cost, monetary
property, and international accounting sys-
tem; auditing for Air Force and industrial
accounts; budgeting; civilian payroll opera-
tions and subjects relating to nonappropri-
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-ated funds, surety honds, and reports of
survey.

(6) INF—INFORMATION ACTIVI-
'TIES., This category includes subjects in-
-volved in the internal angd public information
cprogram. It also includes subjects relating
"to extermal relations such as international
" organizations and legislative activities.

{(7) INS——INSTALLATIONS MAN-
AGEMENT. This category relates to the con-
struction, maintenance, and operation of
facilities including land, buildings, other
fixed structures and their appurtenances;
family housing; and the related engineering
planning programs.

(8) INT-—INTELLIGENCE. The sub-
jects in this eategory concern the collection,
. analysis, exploitation, and dissemination of
intelligence information of military value.

_ (9) INV—-INVESTIGATIONS, IN-
- SPECTIONS, AND SAFETY. The subjects
in this category relale to the investigations,
inspections, and safety systems. They reflect
* the adequacy and preparedness of the Air
Foree to accomplish its assigned mission; the
- state of training readiness, discipline, morale,
. health, and welfare of units and individuals;
ground, flight, nuclear, missile, and explosive
safety; and matters involving crime, other
violations of public trust, and subversive and
related aetivities within the Air Force.

(10) LEG—LEGAL ADMINISTRA-
TION. This category includes subjects relat-
ing to administration of military justice,
processing claims, legal assistance for mili-
tary personnel and dependents; legal opinions
and interpretations; patents; and taxation.
The Index in the “Digest of Opinions—The
Judge Advocates General of the Armed
Forces” may be used as a guide for subdivid-
ing “legal opinions and interpretations,” as
required. Documents involving the render-
ing of an opinion, if accumulated by other
than legal offices, should be classified accord-
ing to the subject matter of the opinion.

(11) MAP—MAPPING AND CHART-
ING. This category relates to the develop-
ment, collection, computation, production,
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and distribution of cartographic photog-
raphy, gravimetric, geodetic, intelligence,
and other records. These records pertain to
Air Force activities engaged in mapping,
charting, ecartographic aerial photography,
aerial electronic surveying, and geodetic and
gravimetric surveying.

(12) MED — MEDICAL SERVICES.
This category includes subjects concerning
the general medical and health status of Air
Force personnel; hospital and dispensary ad-
ministration; professional services and
clinics; and veterinary services.

(13) MGT — ADMINISTRATIVE
MANAGEMENT. This category is used to
group functions, techniques, and activities
relating to the general field of management
as distinguished from specific management
functions. (Specific management functions
are covered by other major subjects cate-
gories.) Some of the subjects included in this
category are documentation and records
management; management planning and im-
provement; histories; postal operations; data
and reports managemeént; and organization
of Air Foree units.

(14) MIL—MILITARY PERSONNEL
ADMINISTRATION. This category relates
to the administration of military personnel
and their pay, welfare, recreation, and
morale. It also includes chaplain funetions.
Subjects dealing with the training of military
personnel are found under the “TRAINING”
major subjective category. Correspondence
and other documents pertaining to the service
career of an individual should be filed in the
individual’s Field Record Group or the Com-
mand Personnel Record Group, as appropri-
ate, rather than in a subject file.

{15} MTN — MATERIEL MAINTE-
NANCE ENGINEERING. This category in-
volves preventive maintenance; servicing;
repair; modification; and related subjects
invalving the mainienance of materiel.

{i6) OPS—OPERATION. This -cate-
gory refers to military air operations which
involve the preparation for and conduct of
air warfare. Flight operations during peace
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and war are included, Peacetime operations
also include subjects relating to maneuvers,
flights, exercises, war games, and related
activities. Be sure to distinguish between the
type of operations above and the subject
matter of other unrelated activities which
are designated “operations” in a general
sense. Such subjects should be classified
under the appropriate major subjective cate-
gory.

(17) PHO—PHOTOGRAPHY. This cat-
egory includes subjects relating to aerial
photography, motion picture and still pho-
tography, sound recording, and related pho-
tographic activities.

{18) POL—POLICE OPERATIONS.
This category relates to the enforcement of
law and order; the confinement, retraining,
and restoration of prisoners; and related ac-
tivities of directors of security and law
enforcement except “military security” which
is established as a separate major subjective
category. -

(19) PRO—PROCUREMENT, This cat-
egory relates to the procurement of mate-
riel and services from sources outzide the
Air Force by contract, purchase, and other
negotiations. It includes such related matters
as industrial resources, production planning,
and quality control.

(20) PUB—PUBLISHING AND PUB-
LICATIONS. This category covers subjects
concerning the preparation, printing, and
distribution of publications, forms, and
orders. Record and reference sets of publi-
cations are not to be filed in this category—
they are filed as separate series of records.

(21) R&D—RESEARCH AND DE-
VELOPMENT. This category includes sub-
jects representing areas and objectives of
research and development. The subdivisions
of this category are grouped to meet research
and development requirements and are hased
on technical groupings.

(22) SEC—SECURITY. This category
is intended to cover the responsibilities and
activities of maintaining the National secu-
rity, and particularly the safeguarding of
classified information.
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(23) SUP—SUPPLY AND SERVICES,
This category involves subjects dealing with
the storage, distribution, handling, and cata-
loging of suplies; and furnishing laundry,
commissary, and other services.

(24) TNG--TRAINING. This category
concerns the training of military and civilian
personnel and the education of dependents
in the United States and foreign countries.
Subjects concerning the training of ecivilians
as part of the career development program
may be subdivided under “CIV (Career
Development).” It includes subjects involved
in the various types of training that are con-
ducted, as well as those concerning the Air
Academy, reserve activities, foreign trainees,
and colleges and universities.

(25) TRS—TRANSPORTATION, This
category concerns the movement of cargo,
personal property, and passengers by com-
mercial and military land, air, and water
transportation.

b. Subdivisions. Each of the major cate-
gories deseribed above is subdivided by re-
iated subject matter. These subdivisions are
referred to as primary, secondary, tertiary,
and quaternary subjects or topics. The com-
plete list of subjects is referred to as the
master outline,

¢. Master Outline, The master outline in
uttachment 1 is intended only as a reference
guide in establishing a subjective file to meet
the specific requirements of the user. Sub-
fects not specifically provided in the master
outline may be added. Secondary and further
topics may be used as primary fopics when
they represent the primary funections of the
office of record. Note that the subjects in the
master outline refer to correspondence or
other documents relating to the subject
rather than to the record itself, i.e., reference
to “military personnel records” in “MIL”
relates to correspondence on that subject
rather than to the personnel record itself.
Following are specific rules for using the
master outline:

(1) Use the master outline as the basis
for establishing a file—use only that part of
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the outline that mects your needs and add
new subjects as needed, Select the major
categories that represent your subject mat-
ter and use a minimum of subdivisions,
{Generally, two major categories will be
used by an office of record, i.e., “Office Ad-
ministration—ADM” and the major category
representing the mission and responsibilities
of the office.) For example, if only a small
volume of records is accumulated under a
major category, use only the major category
as a file title and, if necessary, selected pri-
mary subjects.

{(2) Add new subjects (topics) only
when experience indicates reference rate and
volume of documents warrant a separate
subdivision,

(3) When numbering primary, second-
ary, and other subjects, assign your own
numbers in sequence under each major cate-
gory, as illustrated below.

MIL 1 Assignment and Reassignment
1-1 Permanent Change of Station
1-2 Temporary Duty
1-2-1 CONTUS
122 Overseas

(4) Avoid setting up folders that will
contain only one or two papers. Subdivide
major and primary subjects only when refer-
ence rate or volume warrants.

d. File Outline. After choosing the appro-
priate major categories and subordinate sub-
jects, prepare a file outline as part of AF
Form 80, deseribed in paragraph 10 below.
Also, see figure 3 for examples.

e. File Coding. See paragraph 14 for de-
tailed instructions on file coding. In the Air
Force Subjective Classification System, file
codes consist of a combination of letters and
numbers representing a particular subject.
Subjeects are assigned file codes to facilitate
classifying, sorting, and filing, The coding sys-
tem consists of a three letter symbol (short
title) for each major category and num-
bers representing the subdivisions, Dashes
are used to separate the numbers. An ex-
‘ample of file codes under this system follows:
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CIv

CIv 1
CIv 1-1
CIV 1-1-1

Major Category:
Primary Subject:
Secondary Subject:
Tertiary Subject:

10. Files Maintenance and Disposition Plan (AF
Form 80). Now that the files have been
properly placed in offices of record, records
geries identified, and the appropriate filing
arrangement selected for each series, each
office of record must prepare AF Form 80,
This plan identifies all records for which an
office has responsibility—both general cor-
respondence files and other records series.
When used with AF Forms 82 described in
paragraph 11 below, this form provides a
comprehensive and efficient system for main-
taining and disposing of records.

a. Preparation. Prepare AF Form 80, in
duplicate, using both sides.
(NOTE : Items 1 through 4 are self-explanatory ex-
cept that both the office symbol and unit designation
may be entered in Item 1.}

(1) Coltimn 5A. Start with number “1”

and consecutively number each series of rec-
ords on the “Plan.”

(NOTE: When the volume justifies, this
item number may be used to code papers for
filing in series other than correspondence
files—see paragraph 14.)

(2) Column 5B. Enter a brief, precise
description of each series of records, using
title of the applicable paragraph or subpara-
graph of AFM 181-5 when appropriate. If
necessary for series identification, list var-
ious documents in the series. For records
series other than subjectively arranged files,
the subdivisions may be assigned letters for
ease of identification, coding, and filing (see
Item No. 6 of figure 3).

(NOTE: If a group of records is not iden-
tified in AFM 181-5, use a brief title that
describes the file and its function.)

When records are maintained apart from the
majority of files of an office of record, enter
their location beneath the pertinent records
group. When records are not maintained in
filing equipment, also enter disposition in-
structions. When identifying general cor-
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respondence files accumulated at major sub-
ordinate commands and levels above, list the
“mission” and “office admiristration” por-
tions of the file as separate items. At all
other levels, list general correspondence files
as one item. Then, list specific subjects mak-
ing up each portion of the file (see figure 3
and paragraph 9.) List records series in the
sequence that best suits the needs of the
using office. Use unclassified descriptions or
if the subject/title/description is classified,
use abbreviated or short titles by using the
first letter of all words except articles, prep-
ositions, or conjunctions which may be
spelled out. For example, *“Accountability
Records for Classified Documents (S)” would
be identified as “AR for CD (8).”

{3) Column 5C. Self-explanatory.

(4) Column 5D. Enter paragraph and
subparagraph numbers of AFM 181-5 pre-
seribing disposition of the records. If a para-
graph covering disposition of the files can-
not be found, enter “None” and advise the
records officer.

b. Distribution. The office of record re-
fains AF Form 80 {(original). Forward the
copy to the responsible records officer for
review and use in monitoring the mainte-
nance and disposition of the records con-
cerned.

¢. Review. Preparing AF Form 80 is a one-
time job. However, periodically review and
amend the form to insure that all files are
accounted for and that eited disposition au-
thorities are appropriate. Notify records
officers of any corrections, deletions, or ad-
ditions. Reaccomplish AF Form 80 only when
further corrections or additions cannot be
made.

d. Standardization. Some lower echelon
activities (such as base exchange units) ac-
cumulate, maintain, and dispose of like rec-
ords in the same way. In such cases,
standardization of AF Form 80 will save
time and money. The records management
officer approves proposed standard AF
Forms 80 before using activities prepare and
distribute them.
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11. Files Disposition Control Lahel (AF Form 82).
After AF Form 80 is prepared, the next step
is to prepare Files Disposition Control
Labels (AF Forms 82)—see figure 1—for
each records series listed on AF Form 80,

a. Preparation:

(1) Item 1 (Item Number and Title or
Description of Records Series). Enter infor-
mation from Columns 5A and 5B of AF
Form R0.

{(2) ltem 2 (Paragraph Number from
AFM 181-5). Enter applicable information
from Column 5D of AF Form 80.

(3) Item 8 (Cut-Off Instructions). Indi-
cate day and month (omit year to permit
reuse of disposition guide card) or event
when records will be cut off as prescribed in
paragraph 21.

{(4) Item 4 (Disposition Instructions
(After Cut-Off)). Enter the following infor-
mation, as appropriate:

{a) If the records series has a short
retention period and can be held in available
space and equipment in office of record until
eligible for destruction, enter the word
“Destroy” followed by the retention period,
e.g., “Destroy after 6 months.”

(b) If the series is ‘“permanent” or
subject to a long retention period, enter the
words “Retire to Staging Area” or “Retire
to Records Center,” as appropriate, followed
by the period of retention in the office of
record, e.g., “Retire to Staging Area after 2
years.” If the records are permanent, so
indicate; if the records are temporary, give
additional retention period, e.g., “Destroy
after 3 additional years.” If disposition in-
structions are too lengthy for inclusion in
this block, enter “See AFM 181-5."

(¢} If no disposition instructions have
been published, enter “None.” If instructions
are published later, cross ocut “None” and
enter applicable instructions,

NOTE: When AF Form 82, Aug 61, is used, enter

“after cut-off” after appropriate disposition instrue-
tions.

b. Use. AF Form 82 is printed on special
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DATE PREPARED
FILES MAINTENANCE AND DISPOSITION PLAN
1. OFFICE SYMBOL OF OFFICE OF RECORD OR UNIT DESIGNATION 2. PREPARED BY { Nawte of records clerk)
J. TYPED NAME AND POSITION TIME OF RECORDS CUSTODIAN 4. SIGNATURE OF CUSTODIAN
s, FILES PLAN
nem FILING ARRANGEMENT . DISPOSITION ,
NO. TITLE OR DESCRIFTION OF RECORDS SERIES rs,,,j,?,f-',i’??‘ ::::E?imu;. éﬁgﬁ%ﬂzﬁqﬂ M
) . elohabeialy WS | I e
€ ]
1| Files Maintenance and Disposition Plan, AF Form 80 160303a
2| Records Shipment Lists Chrenological 1603030
3| Routine Transitory Records Chronological 050102
4 | General Correspondence Files Subjective 050101%
ADM--0Office Administration
1 Administration of Office Perscnnel -
2 Office Supplies, Services, and Equipment
3 Security
MGT--Administrative Management
1 Communications (Written)
2 Program Supervision and Guidance
3 Records Management
3=1 Current Records Msintenance
3-2 Documentation Storage & Retrieval Systems
(Bee Item No. 5 for DS&R Projects)
3=-3 Records Disposition
5 | Documertation Storage and Retrieval Projects Organizational 1603032
6| Policy Reference Files Subjective 050202
A--Administration
B--Security
C~=8upplies and Services
D-=Transportation
T| Supervisor's Records of Employees Alphabetical 070302
8| Position Description Files Numerical 070303
9| Security Clearance Summary Records Alphabetical 260110
10| Access Authorization Certificates Alphabetical 260105h
11| Registered Dispatch Receiptsa Chronological 060201c
12| Accountability Records for Classified Documents Chronological 260104
13| Room and Safe Security Control Records 260111a
(At each main exit and on each safe){Destroy when
superseding records are prepared)
1% | Reading ¥iles Chronological 050103
15| Suspense Records Chronological 060202¢
AF FOR1 80

Figure 3
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paper stock which adheres to file guide eards
when moistened with water. Affix this form
to tabs of guide cards preceding each rec-
ords series, When placed on guide ecards,
these labels identify records filed behind each
disposition guide card and prescribe their
ultimate disposition in accordance with au-
thorities from AFM 181-5 cited on AF Form
80. It is important that all records following
a disposition guide card have the same reten-
tion period except as indicated in Dpara-
graph 9. These guide cards and labels are
“disposition” guide cards as distinguished
from “locator” guide cards described in para-
graph 12a. (Do not use both “locator” and
“disposition” guide cards in front of a rec-
ords series because the disposition guide card
also serves as a locator.) These cards will
remain. with cutoff files as long as they are
retained in the current files area.

(1) Replacement or Reuse of Cards.
Make new sets of cards as needed for cur-
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rent accumulations of each records series.
When noncurrent records are retired or de-
stroyed, reuse the disposition guide cards for
current accumulations.

(2) Exceptions.

(a) When it is not feasible to affix
AF Form 82 to a guide card for placing in
front of a records series, affix the label to the
container housing the records. When the rec-
ords series is housed in more than one con-
tainer, affix the label to the first container or
to each container.

{b) Do not prepare AF Forms 82 for
records maintained for a period of time but
never placed in filing equipment (such as safe
check and room security inspection records).
Instead, enter the disposition instructions
immediately below the description of the
records on AF Form B0 (see paragraph
10a(2)).
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Chapter 3
FILES PROCEDURES

12. Preparing and Using Guide Cards and File  achieve a better balance of guides to folders,
Folders. Obtain the standard guide cards, file  in instances where the tertiary and further
folders, and labels prescribed in chapter 4. subdivisions are numerous, place both the
Use them as follows. major category anhd primary subdivision in
the first position, the secondary subdivision
in the second position, and further subdivi-
sions in the third position.) Do not retire or
discard guide cards when files are disposed
of but reuse them.

a. Guide Cards. As described in paragraph
1la, prepare and place a first (left) position
guide card, with AF Form 82 affixed, in
front of each records series. This guide card
also serves to “locate” or identify the ree-
ords series. Guide cards may also be used b. File Folders. Use file folders to group
within separate series of records to identify  related records together. Type or print iden-
and support portions of the file as required. tifying data on standard labels and position
Type or print standard labels and attach  the label on the folder to correspond to the
them to the guide card tab. Positions of the  position of the related guide. Use only one
guide cards indicate levels of division and  type of label within a records series—use
subdivision, For example, in a subjectively only one color unless an additional color
arranged file, a first position guide is used  serves a specific purpose, e.g., facilitates fil-
to introduce the major category, a second ing and reference by distinguishing between
position guide card may be used to introduce  ecase working papers and case files when the
the primary subdivision, and the third posi- folders are maintained together. In subjeec-
tion for further subdivisions. (NOTE: To tively arranged files, the data on the label

DEPARTMENT OF THE AIR FORCE
HEADQUARTERS UNITED STATES AIR FORCE
WASHINGTON, 0.6, 20330

e ore AFXX 1 July 1966

sueseer: Appointment of Local Security Officer

1o AFDASB

2. Yoo x0000r SO 3000000 XO0R0E J00000K X00000t

Figure 4. Paper Authorized and Coded for File (including Cross

Reference Designation).
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will include the file symbol, subjeet title, and
year; e.g., “MGT 1-3, Maintenance of Cur-
rent Records, 1966.” In other records series,
the label will include the item number from
the AF Form 80, the identifying name, num-
ber, and/or symbol of the file series, and the
year or inclusive dates, as appropriate. Place
folders behind related guides. (See para-
graph 17 for instructions on subdividing
folders.)

13. Preporing Documents for Filing.

a. Insure that documents have been au-
thorized for filing by the word “File” and
that the initials of the authorizing official
have been written on them as illustrated in
figure 4. (Certain documents upon which
current action is obviously completed do not
require file authority; examples are: Memo
for Record, classified document receipts,
large volumes of single-type documents such
as requisitions and bills of lading. In addi-
tion, specific categories of records may be
exempted from these requirements when
justified and approved by the records man-
agement officer.)

b. Insure that the file is complete and that
all attachments are retained or accounted
for.

¢. Insure that parts of another file are not
accidentally attached.

d. Destroy identical duplicate copies of
documents to be filed in the same records
series except the “originals” and “coordina-
tion (file) copies” of correspondence. Remove
all mail control forms and receipts, classified
cover sheets, envelopes, and memo routing
slips except those containing remarks of sig-
nificant record value,

e. Assemble documents for filing in the
same manner as the preseribing directive re-
quires for their creation, dispatch, and use—
with the latest action on top.

f. Remove rubber bands, paper clips, pins,
and other temporary fasteners. Mend, or
reinforce with transparent tape, all torn or
frayed papers.
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g. Staple related papers together in the
upper left corner. When the material is too
thick to use wire staples, use prong fasteners
to fasten related file material together.

14. Classifying {Coding) Papers for Filing. After
the papers have been prepared for filing, the
next step is to code or classify them. Classi-
fication segregates the papers into logical
categories for ease of filing and finding.

a. For other than subjectively arranged
files, use the item number from the AF Form
80 together with the identifying name, num-
ber, and/or symbol. In most instances, this
identification is already somewhere on the
paper. If the number, name, or symbol is
prominently displayed, there is no need to
mark the file code on the paper; if they are
not, underline or ecirele the identifying data
or write the appropriate file code in the
upper right-hand corner of the paper-—see
figure 4. To code a paper for filing in item 9
of figure 8, write the item number in the
upper right-hand corner of the paper and
underline or cirele the name of the individ-
ual. Another example is a paper to be filed in
a records series with two major divisions and
several subdivisions, e.g., a file arranged by
“CONTUS” and “Overseas” and further ar-
ranged by name of the organization con-
cerned. If the paper shows only the organi-
zational name, write the item number from
the AF Form 80, the location (CONUS or
Overseas), and underline or circle the organi-
zational name. For papers to be filed in the
“Transitory” file, the item number from the
AF Form 80 is adequate classification.

b. In subjectively arranged files, first de-
termine the major subjective category that
represents the subject matter and the specifie
subdivision if needed. For example, a paper
eoncerning the file classification system of an
organization would be coded “MGT 3-1" to
describe the category “Administrative Man-
agement” and subdivision “Current Rec-
ords Maintenance.” See paragraph 9d for
further explanation of file coding.

15. Cross-References:

a. Use. When a paper to be filed has more.
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oATE 1 July 1966
© INDEX: File #6B

o1 AFDASB
r.nom AFX

: SUNMARY: "Appointment of Local Security Officer

FILED: ADM 3

INDEXER, abc

REMARKS:

DD %% 334  CROSS-REFERENCE SHEET

— T — @

Figure 5. Exumpie of PD Form 334, Cr‘ps‘slkeference Sheet.
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than one dubject, or otherl coding under
which it should be filed, or when a document

-is brought forward to be consolidated with

dnother file, use DD Form 334, “Cross

Reference Sheet,” (illustrated in figure 5) |

as a filing aid. Exception: If extra copies of

the paper to be eross-referenced are available

or if “fast” copies can be conveniently made,

" use them instead of the DD Form 334 (see

AFM 181-4

cate the date under which the document will
be filed as preseribed in subparagraph b{6)
above. .

16. Sorting Records. Sorting is the procedure
for arranging records in proper sequence to
facilitate filing. It also provides ready refer-

- ence to the records if they are needed before

subparagraph ¢ below for preparatlon in- .

structlons)

b. Pfrepwratwn of DD Form 30’4, C’ross
Reference Sheet.

(1) Date. Type the date of the document
month,
year (e.g., “1 June 1966"). If no date is

_ shown, insert “ND” and approximate date.

(2) Iﬁdea:. List all cross-references
which are marked. If more than one refer-
ence is required, use additional DD Forms

" 834 as needed.

(3) To. Enter name of ‘individual or

organization to whom the document is

addressed.

(4) From. Indicate document origina-
tor.

(5) Summary. Enter subject line of
document being cross-referenced. If further
identification is needed, include names, serial
numbers, sums of money, or other supple-

. mentary information.

(6) Filed. Enter file designation of the
document. For continuity cross-references,
place the new date (under which the docu-
ment will be filed) in parentheses after the
file code, e.g., “MGT 1-1 (1 Jan 66)."”

‘¢.. Using Copies for Cross-References.

When extra copies are used for cross-refer-
ences, mark them as illustrated in figure 4.

Circle the file code to indicate where the.

and -

extra copy is to be filed as a cross-reference.

When “fast” copies are to be used, mark the

record copy as illustrated in figure 4 before
. making the ‘‘fast” copies. Circle the cross-

refererice file designation on the copy to indi-
cate where it will be filed as a cross-refer-

ence, For continuity cross-references, indi-'

actual filing in the appropriate folders. The
extent to which records need to .be sorted
depends upon the volume and filing arrange-
ment, See paragraph 24g(3) for types of
recommended sorting devices.

a.- Subjective Files should be sorted and
arranged first by major subjective category.
Then, sort each major category into primary
and secondary subdivisions as required.

b. Alphabetical Files may be sorted, if the
volume is small, by arranging papers to the
first letter of the surname only. For larger
collections, it may be necessary to sort
papers to the first several letters -under
which the papers are to be filed. When this
is necessary, the alphabetical subdivisions
contained in figure 2 can be used as a guide
or basis for labeling the sorting equipment.

e. Numerical Files may be sorted, if the
volume is small, by the basic numbers 0
through 9, e.g., in groups 1-999, 1000-1999,
2000-2999, ete. If the volume is large, sort
each group into hundreds, then each hundred
group into tens, etc. Numerical labels on
sorting eguipment from 0 through 9 can be
used to represent tens, hundreds, thousands,
ete. For example, 9 may also represent 90,
900, 9000, etc. Sort documents to be filed by
terminal digit into groups from 00 to 99 to
make 100 groups. If filing is to be by the
primary group only, arrange the subsequent
digits of the whole number in conventional
numerical sequence within each primary
group. However, if further sorting is re-
quired, sort each primary group by the first

- digit of the secondary group and each result-
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ing group by the second digit of the second-
ary group. Subsequent digits are filed in con-
ventional numerical order within each group.

17. Filing Procedures. Match the file codes of
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the papers with the folder Iabels before
placing papers in the folders. File the papers
loosely in the proper folders with the latest
date in front. Avoid fastening papers to
folders with prong fasteners unless the
folders are frequently used away from the
files area. When filing papers in folders with
prong fasteners, do not punch and fasten the
papers until the folders are charged out.
Keep folder labels visible by neatly arrang-
ing papers in the folders. When the contents
of the folders increase to the point that
papers begin to obscure folder labels, crease
the bottom of the front folder leaves at the
scored expansion lines to increase the
capacity of the folder. When folder content
reaches #) inches, either (1) add a new
. folder bearing the same file designation in
front of the full folder and show inclusive
dates on the folders or (2) subdivide the con-
tents of the folder, if practical, by adding
new file designations. Prevent “overcrowd-
ing’ the files by allowing at least four inches
of space in each active file drawer to permit
sufficient working space. Avoid cluttering the
files by filing bulky material in equipment
suitable to its size and filing cross-references
with the related file papers. Mark the bulky
material to indicate location, file code, and
any additional information which will
readily identify it with the related papers in
the regular files.

18. labeling File Drawers. Identify the con-
tents of each file drawer on the file drawer
label. Normally, each drawer label will in-
clude titles of the records series or seg-
ment(s) of a records series and the years
covered, e.g., “Special Orders (Series G),
1966.” See AFR 205-1 and local implement-
thy security directives before labeling cabi-
nets containing security clussified material.

119. Using Charge-Out Records (AF Forms 614
‘and &14a). Prepare AF Forms 614 or 614a
ito place in the files as a substitute for papers,
folders, or 5” x 8” cards borrowed or per-
manently withdrawn from the files. Office
identification (symbol, abbreviation, etc.)
and telephone number of the individual

22
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charging out the records may be included on
the form if needed. File AT Forms 614 and
614a so that the “OUT” portion is visible,
This facilitates identification of charged out
files and expedites refiling them. For per-
manently withdrawn files, the identifying
data may be rubber-stamped if the volume of
withdrawals warrants. Consistent use of
these forms eliminates much wasted effort
in searching for documents while they are
out of the files.

20. Filing Classified Records. Safeguard classi-
fied files according to AFR 205-1. File classi-
fied records separately, except when it is nec-
essary to maintain the continuity of a par-
ticular transaction or event, or the volume
of unclassified material is too small to justify
establishing separate files. Indicate on the
folder the highest classification of the rec-
ords filed therein (see chapter 3, AFR
205-1). Otherwise, label and file designations
should be the same in all other respects as
the folders containing unclassified material.
Folders containing classified material must
be filed in equipment authorized for each
classification (see chapter 5, AFR 205-1).
If folders containing classified material are
to be filed with folders containing unclassi-
fied material, place each classified folder
directly behind the folder containing un-
clagsified material of the same type. When
classified and unclassified material are filed
in the same filing cabinets and additional
filing space is needed, segregate the classified
and unclassified material and file in sep-
arate cabinets to avoid proecuring additional
approved security containers, When there
are both classified and unclassified folders on
the same subject maintained separately,
place a cross-reference in both folders. When
a classified document is to be added to a
voluminous unclassified file, substitute a
cross-reference sheet for the classified docu-
ment and file the classified document sep-
arately in available approved security econ-
tainers. Do mnot include any classified
information on the cross-reference sheels
that are to be filed in an unclassified file.
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21. Files Cutoff Procedures. Files “cut off”’ is
the segregation of active and inactive files.
Established periodic cutoff of files is essential
to effectively control records accumulations
and their growth and to facilitate economical

disposition in convenient blocks. At least -

annually, records clerks will cut off files and
segregate inactive files from active files;
dispose of files eligible for retirement, trans-
fer, or destruction (see AF Forms 82); and
destroy all noncurrent technical reference
materials (see subparagraph f below).

a. For files maintained on a calendar year
basis, cut off on 31 December of each year
and establish new files the next day.

b. For files maintained on a fiscal year
basis, cut off the files at the end of the appli-
cable fiscal year and esfablish new files the
following day (or on the first day of the new
fiscal eycle). For example, when fiscal year
1966 is established to include 1 July 1965 to
30 June 1966, cutoff would be on 30 June
1966 and fiscal year 1967 files established
the next day—1 July 1966, ete. .

¢. For files with a retention period of less
than one year {(or when the wvolume and
reference value require that only a portion
of the file be kept active) maintain them on a
daily, weekly, or monthly basis, cut them off
on that basis, and dispose of after their au-
thorized retention pericd. For example, large
accumulations of records which are dispos-
able after six months, could be cut off at the
end of each month, a new file started the

AFM 181-4

next day, and the cutoff files disposed of
after six months.
d. Records subject to audit or inspection
may be:
{1} Cut off as of the closing date of the
period covered by the audit or inspection, or
(2) Maintained on a calendar or fiscal

- year basis and either:
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(a) Flagged by using a file guide to
facilitate disposition of that portion of the
file which -has been audited or inspected, or

(b) Retained for a sufficient period of
time to insure that all audit and inspection
requirements have been met before the rec-
ords are disposed of.

-¢. Files maintained as “case” or “project”
files are cut off upon the occurrence of a cer-
tain event, such as separation of personnel,
final contract payment, or project comple-
tion, Upon cut off, place all completed or
closed case files in an inactive file. (Unless
otherwise specified in AFM 181-5, maintain
inactive files on an annual basis.) Then,
remove and dispose of the oldest inactive. file
and case working papers -as authorized in
AFM 181-5.

{. Since there is no established cut off for
most technical reference materials, dispose
of them in accordance with AFM 181-5 when
they are superseded, obsolete, or no longer
needed. At least annually, review these
materials to determine that they are current,

thus insuring their usefulness. (See AFR

5-31 for guidance on

maintaining” publica-
tions.) ’ E
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Chapter 4
FILING SUPPLIES AND EQUIP.M-ENT

22. Objectives. A continuing objgetive is to
provide for the proper, complete, and eco-
nomical use of\f:hng supnlies and equipment.

Filing supplies ‘and equipment used by Air

Force aotivities will be the most economica]

possible to meet ﬁlir\lg requirements. Do not
request filing equipment solely to improve
appearance, office deeor, status elevation, or

because of the desire fon the latest design or'

more expensive types, Maeram only the ma-

terial needed to conduct curyrent business in

filing supplies and equtpmen%u\n offiee space.

(See TA 006 for additional standard allow- -

ances and use criteria. See pa ‘%graph 26
before requesting the equipment descrlbed m

paragraphs 24 and 25 below.) - '-\

. . ' \\ '
23, S_tunduéd Filing Suppliés. The following
items are to be used by all Air Force activi-

ties as required. (See paragraph 25 for guid-

.. .ance when these supplies will not meet ﬁhng

‘requirements. )

a. Folders. Eiceptions to the use of tﬁe

- (b) Legal S@ze' FSN '7530-—200*4308
91457 x 1484,

(2) Presshoard fplders are authorized
only for-case and project files and then only

- when the kraft folder will not withstand the

added volume and/or use. The standard
pressboard folders are ﬂat -type, gray, blank,

vertical, onq—mch expansion, thh self tabs '
-and square cut:

‘ (a) Letter Size: FSN 7530—286-—1720
914" x 113

© - {(b) Legal Size: FSN 7530—264~3645
9]/)rr x 143/!, ”

b. Guide Cerds. (See paragraph 24e for
shelf-filing guide cards.) The standard guide

cards are gray pressboard, one-third eut, self -
tab, without lower projections, all positions:

(1) Letter Size: FSN - 7530-989-0683.
"(2) Legal Size: FSN 7580—082—«2635.

c. Labels: .
( 1) Gummed folder labe]s, blank 3%”

X 144, in perforated fanfold strips, 500 to

following standard folders may occur when

supply activities furnish the user with non-

,standard items such as manila folders of

comparable size and comparab]e or hghter
welght

(1) Kmft folders will meet the major-
"ty of filing requirements since most records
~are current for a relatively short time before
"' they are retired or destroyed. The standard
kraft folder will be 147- pound 11 point,

_ - natural color, vertical, flat type, blank, bot-

- tom scored for 3,” expansion, reinforced top,
~and square cut: -

‘a box, available in several colors, FSN 7530~

223-6606, —6607, 6609, —6611, and 7530—
550-5926, depending on. color

(2) Pressure-sensitive (self adhering)

_labels, in sheats of 8 labels (248 labels to a

box}, 314" x 14,” available in plain white or

" white with */;q" wide identification strip in

(a) Letter Size: FSN 7530—663-—0031 a

91/)0 x 1134 ”

various colors FSN- 7530—-577-—4368 through

7530—577—»4376 dependmg on co]or

24, Stundqrd Filing Equipment, The followmg' |

items are to be used by all Ajr Force activi-
ties as requlred (See paragraph 25 for guid-
ance when standard: equipment will not meet
filing requirements.)

a, Vertical F iling Cabinets. Maintain only

24
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material needed to conduet current business

. in these cabinets in office space. Filing cabi-
nets are gray-finish steel, upright, 5-drawer,
1 drawer wide, 5714” high, and 28" deep.

(1) Letter Size (15" Wade) FSN 7110~
286--3799.

(2) Legal Size (187 Wide): FSN 7110~
286-3797. Use only when at least one-fourth
of the documents are legal size. Smialler
quantities of legal size documents will be
folded to fit letter size cabinets.

b, Card Filing Equipment:

(1) For 3" x 5" and 5" x 8" Curds.

{a) Gray enameled steel cabinets with
‘16” deep drawers with compressor, label
holder, and pull; four removable feet; stack-
ing slots and interlocking lugs. One-drawer
units: FSN T7110-273-8770 (3” x 5”) and
.FSN 7110-273-8772 (5" x 8"”). Two-drawer
units: FSN 7116-273-8774 (3” x 5”) and
FSN 7110-273-8776 (5” x 8”).

(b) Gray steel upright cabinets:

: 1.For 3” x §” cards, 10 double

drawers, FSN 7110-269-8451.

2. For 5” x B” cards, seven double
drawers, FSN 7110-273-8512. :
(2) For 814" z 7% EAM Cards.

(a) Ten double drawers, holds 66,000
cards, FSN 7110-273-0459. ‘

(b} Eleven two-compartment draw-
ers, holds 82,000 cards, FSN 7110-132-
6496, S ' i ‘

(¢) Two-drawer unit with compres-
sors and stacking slots, 16” deep. '

c¢. Cabinets for Maps, Plans, and Draw-
ings. Five-drawer cabinets, 1534” x 41%,"
x 5334,” with waterproof fabric drawer
govers, FSN 7110-205-0821. Separate base

(FSN 7110-205-0822) and top (FSN 7110~

.206-0823) units are available.

d. Cabinets for Machine Listings. These
cabinets aré “jumbo” file cabinets (18114,”
wide, 145%,” high, ‘and 251%."” deep),
three-drawers with. “follow blocks”
hold listings in an orderly vertical position
when filed in appropriate binders or sepa-
rated by pressboard guide cards. This item
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has not been included in the GSA Stores
Stock Catalog; therefore, Air Force actlivi-
ties maintaining machine lists may locally
procure these cabinets and guide cards.
Among manufacturers of the “jumbo” file

‘cahinets are All Stesl Equipment Company,

Art Metal Company, Art Steel Company,
Atlas Stencit Files Corporation, Cole, Gen-
eral Fire-proofing, Shaw-Walker, ete. The
following pressboard binders (with punched
cloth hinges) listed in the GSA Stores Stock
Catalog are most satisfactory for maintain-
ing machine listings:

(1) 11 z 17," FSN 7510-281-4310 (3"
capacity, with fasteners).

(2) 11" = 14%,” FSN 7510-582-5488
(without fasteners).

e, Shelf Filing. The standard shelf filing
cabinet units described in (3) below may be
more appropriate than filing cabinets for
filing certain material..

(1} Use. Shelf filing is tmost adaptable

"to records that are alphabetically or numer-

which -

25

ically arranged such as case or project files.
Consider shelf filing when these records total,
or are expected to total, 200 linear feet or
more, and when:

(a) The filing station is in a relatively
permanent location.

{(b) The purchase of new filing equip-
ment is contemplated..

(c) Additional space for filing opera-
tions is required and only a 11m1ted amount
of space is available.

{d) The area is relatively free from ,
excessive dust and is not subject to infesta-
tion by rodents and vermin. When these con-
ditions prevail, consider standard filing
cabinets,

(2) Factors to Consider. Under the
above conditions, shelf filing equipment costs
less than standard filing cabinets, requires
less office space, and permits ease of filing
operations. Below are specifie factors to con-
sider when planning for shelf-filing:

(a) Records—must be easily main-
fained and referenced in shelf filing equip-
ment.
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(b) Cost. Open shelf filing units cost
considerably less per linear filing foot than
standard filing cabinets. For example, a
seven-shelf unit costs approximately half that
of a standard five-drawer filing cabinet.
{Closed shelf filing is not recommended be-
cause the cost is considerably more than
standard filing cabinets.)

(c) Space. Shelf filing is used pri-
marily when space is a problem since it pro-
vides better use of space than standard filing
cabinets., For example, floor space for 80
linear feet of files reguires 14.3 square feet
of shelf units versus 23.3 square feet for
drawer type units—39% more space for
drawer units, A 7-shelf unit has 21% more
linear feet filing capacity per square foot of
space than a 5-drawer filing cabinet. Aisle
space for operating shelf type units is a
minimum of 30" versus a minimum of 36"
for drawer type units. However, floor load
should be carefully checked for adequacy
and file units placed in a safe load carrying
location.

(d) Filing Operations. In shelf filing
equipment, removing and replacing folders
and removing and inserting papers fastened
to folders is 20% to 30% faster than in
drawer type equipment. However, inserting
and removing loosely filed papers is slower
in shelf filing than drawer type units since
the folder must be removed from the shelf—
papers can be dropped into folders remaining
in drawer type units. Compactness of shelf
filing also results in less walking distance
to files,

(e) Appearance. Untidy recordkeep-
ing is easily seen in shelf units whereas un-
tidiness in drawer units is hidden when
drawers are closed.

‘ (f) Security. Shelf filing units are
not authorized for storage of classified mate-
rial unless the units are located within a
secure room or alarmed area (see AFR 205—
1). _ _

(38) Shelf Filing Cabinet Units. These
units have knockout holes to permit fasten-
ing the units together side by side, back to
hack, or “stacking.”

26
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{(a) Letter Size.
1. Three-shelf opening (3634"” x 14"
x 38”), FSN T7110-817-0646; with built-in
base (3634" x 14" x 42”), FSN 7110-817-
06517,
2. Seven-shelf opening, with built-
in base (36%4" x 14” x 84”), FSN 7110-817-
0665; or with posting shelf, FSN 7110-817—
0641,
{b) Legal Size.
1. Three-shelf opening (3634” x 17"
x 38”), FSN 7110-817-0671; with built-in
base, (3634” x 17" x 42") FSN 7110-817-
0662,
2. Seven-shelf opening, with built-
in base (363,"” x 17" x 84”), FSN 7110-817-
0669; or with posting shelf, FSN 7110-817-
0667,

{4) Shelf Filing Accessories. In addi-
tion to the items listed below, it may be
necessary to obtain a step stool for access to
upper shelves, depending on the height of
the units.

(a) Guide Cards. Gray pressboard,
calendered, Type I1I, 14 cut, self tab, all posi-
tions, with metal shelf hook: Letter size, FSN
75309889787 {approximately $5.75 per
hundred); legal size, FSN 7530-988-9788
(approximately $6.50 per hundred).

(b) Folders. Use the standard kraft
folders prescribed in paragraph 23a(1) in
shelf filing equipment. For better visibility,
label the folders on the extreme right tab to
provide left to right order.

{c) Dividers. Metal dividers are sup-
plied with the equipment to support folders
and guide cards. However, if additional
dividers are necessary, use the following:

1. Letter size, FSN 7125-819—4245,
- 2. Legal size, F8N 7125-819-4246.

f. Containers for Safeguarding Classified
Material. Maintain classified material in con-
tainers or areas prescribed in chapter 5,
AFR 205-1.

g.' Equipment for Easier and Faster Filing.
Use of the following items, as required, can
save time and facilitate filing,

(1) Filing Stools—make filing in upper
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and lower drawers easier: FSN 7110-634—
9617 (14" high, with casters) and FSN 7110-
634-9618 (26" high, without casters).

(2) Filing Shelf—holds papers for filing
and attaches to file drawer handle, vinyl
bumper protects drawer finish—FS8N 7520~
634-5922 (12%4” x 11”).

(3) Sorting Detvices. When the volume
of papers is small, desk trays, a table, or deck
top can be used for sorting. However, a
sorter is recommended for most small filing
operations. It has a series of dividers, three
to four inches wide, each hinged to a flat
base. Tabs can be labeled and inserted as
required, A 24-division sorter will generally
meet the sorting requirements of a smazli
office of record. Sorters with more divisions
are available—some equipped with a sliding
base mechanism, Other sorting equipment is
available containing horizontal or vertical
dividers. Also, rack sorters can be con-
structed to meet most sorting requirements.

25, Nonstandard Filing Equipment and Supplies.
As used in this manual, any filing equipment
and supplies not listed in paragraphs 23 and
24 are “nonstandard.” They will be pro-
cured only when the need for such equip-
ment and supplies meets the criteria and re-
quirements in paragraph 26 below,

26. Procedures for Requesting and Controfling
Filing Equipment and Nonstandard Filing Sup-
plies, To insure adeguate control and proper
use of filing supplies and equipment, all Air
Force activities will follow the procedures be-
low. Commands may impose additional con-
trols, as required, to meet these objectives,

a. Records Custodiarns will insure that the
following actions are taken bhefore request-
ing file equipment or nonstandard filing
supplies.

(1) General:

(a) All records are identified on AF
Forms 80 and 82 and are maintained ac-
cording to this manual.

{b) All temporary records eligible
for destruction have been destroyed.

{¢) All noncurrent records not eligi-
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ble for destruction have been retired to the
records staging area or records center.

(d) Filing cabinets, including top and
bottom drawers, are being fully used for
material needed to conduet current huginess.

(e) ANl current records are main-
tained in the most economical equipment,
guch as shelf files.

(f) All security filing cabinets not
being used for classified material have been
exchanged for nonsecurity type filing cabi-
nets.

{(2) Requests for Powered or Other
Mechanized Filing Equipment:

{a) Fuactors. Consider the following
factors when planning the use of mechanized
filing equipment:

1. The system for which the equip-
ment is intended is well established and not
likely to underge changes which would
eliminate the need for the equipment.

2. The site where the records are
to be maintained is suitable. Because of the
weight of the equipment, it may be necessary
to reinforce floors or even preclude its use
in some buildings. Also, insure that adequate
electrical current is available to safely oper-
ate the equipment.

3. The proposed equipment will
house a large concentration of records that
need to be accessible to one individual at a
time. If several persons need to reference the
file at the same time, mechanized equipment
is not practical and cannot be justified.

4. The filing station is in a relatively
permanent filing location.

5, Since none of this equipment of
this type is authorized to be used for storing
security classified material, insure that ade-
quate security precautions are taken—see
AFR 205-1.

6. Adequate maintenance and repair
facilities are available.

(b) Justification. If all of the above
conditions are met, the equipment may be
requested provided that the request includes
specific evidence that the justification meets
one or more of the following criteria and the
total savings to be realized exceeds the differ-
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ence between the cost of standard and me-
chanized filing equipment when prorated
over a three-year period. {(NOTE: Consult
with various representatives (vendors) of
commercial firms to obtain up-to-date infor-
mation on the capabilities, limitations, and
costs of the equipment that appears to be
suitable for your requirements. Specific
equipment, identified by manufacturer, make,
model etc., may be requested but a commit-
ment must not be made before approval by
the records management officer.)

1. Manpower Savings—one or more
positions (either existing or budgeted for)
will be eliminated.

2. Space Savings — space saved
through the use of the equipment will be used
for other essential operating funetions.

3. Work Production—any predicted
increase in workload capability is based upon
provable and current workload data.

(8) Requests for Use of Patented Filing
and Indexing Systems. The use of filing and
indexing systems which have bheen patented
by the manufaeturer or are protected by pro-
prietary rights is prohibited before HQ US-
AF (AFDASB) approval. Requests for such
systems should include a description of the
system, name of manufacturer, and the rec-
ords to be maintained thereby.

(4) Eeguests for All Other Nonstandard
Equipment and Supplies. These requests will
include specific evidence that standard equip-
ment or supplies will not meet the needs of
the requesting office in terms of reference or
storage requirements, or will result in man-
power savings or reductions in time and
effort.
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b. Records Officers:

(1) Review each request for all filing
equipment and nonstandard filing supplies,

{(2) Approve or disapprove each request
based on a review of AF Form 80 and in-
spection of the records to insure compliance
with paragraphs 24, 25, and 26a.

(3) Forward approved requests to the
supply activity for necessary action—except
those requests described in paragraphs a(2)
and (3) above which he recommends for ap-
proval; forward such request, with appro-
priate comments, to the command records
management officer.

{(4) Periodically review the use of filing
equipment to determine whether the equip-
ment is being adequately used. If the equip-
ment is not being properly used, recommend
redistribution or return of the equipment.

e. Records Management Officers:

(1) Insure proper use and contro] of all
command filing equipment and supplies.

(2) Review and approve or disapprove
all request described in paragraph a(2)
above proposed for use within their com-
mand.

{3) Submit these approved requests to
the supply activity.

{4) Forward an information copy of
each approved request for powered or me-
chanized filing equipment to HQ USAF
(AFDASB).

(5) Forward all requests described in
paragraph a(3) above which he recommends
for approval, with appropriate comments, to
HQ USAF (AFDASB) for final approval or
disapproval.

BY ORDER OF THE SECRETARY OF THE AIR FORCE

QFFICIAL

R. J. PUGH
Colonel, USAF
Director of Administrative Services

J. P. MeCONNELL
General, U.S, Air Force
Chief of Staff

<7 U.§. Government Printing Office; 1966— 252-740/4D
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Air Force Subjective Classification System Master Outline

Major Subjective Categories and Symbols

ADM OFFICE ADMINISTRATION

CIv CIVILIAN PERSONNEL
ADMINISTRATION

COM COMMAND CONTROL AND
COMMUNICATIONS

ENV  AEROSPACE ENVIRONMENT

FIN FINANCIAL ADMINISTRATION

INF INFORMATION ACTIVITIES

INS INSTALLATIONS MANAGEMENT

INT INTELLIGENCE

INV INVESTIGATIONS, INSPECTIONS,
AND SAFETY

LEG LEGAL ADMINISTRATION

MAP MAPPING AND CHARTING

MED MEDICAL SERVICES

MGT  ADMINISTRATIVE MANAGEMENT

MIL MILITARY PERSONNEL
ADMINISTRATION

MTN MATERIEL MAINTENANCE
ENGINEERING

OPS OPERATIONS

PHO PHOTOGRAPHY

POL POLICE OPERATIONS

PRO PROCUREMENT

PUB  PUBLISHING AND PUBLICATIONS

R&D RESEARCH AND DEVELOPMENT

SEC SECURITY

SUP SUPPLY AND SERVICES

TNG  TRAINING

TRS TRANSPORTATICN

ADM—OFFICE ADMINISTRATION
Administration of Office Personnel
Building Services
Charity and Public Interest Campaigns
Mail and Messenger Services (Local)
Office Supplies and Equipment
Security Procedures for Local Office

CIV—CIVILIAN PERSONNEL
ADMINISTRATION

Accessions
Career Development
Compensation for Injury or Death
Conduct
Disciplinary Actions
Gratuities and Favors
Political Activity
Death and Burial
Detailing Employees
Employee Relations
Employee Groups

Equal Employment Opportunity
Grievances
Housing—Transportation—Food Services
Insurance

Government Life

Hospitalization
Recreation, Morale, Welfare

Employment Records

Official Personnel Folder

Hours of Work
Tours of Duty

Leave
Annunal
Sick
Without Pay (LWOP)
Pay Administration (Payroll Operations—
see FIN)
Employee Claims
Indebtedness
Overtime
Pay Rate Determination
Performance
Awards—Commendations
Incentive Programs (Suggestions)
Ratings
Appeals
Standards
Position Classification
Position Series and Standards
Surveys
Promotion and Demotion

Recruitment and Placement
Applications
Boards of Civil Examiners
Overseas Employment
Qualifications (Training, Experience, and
Physical)
Examinations (Mental and Physical)
Selection
Restoration after Military Service
Separation
Travel
Passports—Visas
Per Diem

COM—COMMAND CONTROL AND
COMMUNICATIONS

Command and Control
Concept of Operations
Definitions
Doctrine, Plans, Policy, Objectives
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Individual Systems-Programs’
i C&C Support Systems
Operational Combat C&C Systems
Resources Management C&C Systems

Management
Acquisition
Operation
R&D

System Procegses—Funetions
Communications
Control—Feedback
Decision-Making
Displays
Information Collection
Information Processing

Communications

Communications Center Operations
; Communications Accounts
Message Transmission (Distribution
and Control)
Relay Centers
Communications Security
Cryptosecurity Accounts
Physical Security (0Of Communications
Facilities and Cryptomateriel) (Also
see SEC)
TEMPEST Program
Transmission Security

Communuications Systems
Airborne Communications
Amateur Radio
Fixed Ground Communications
Ground Mobile Communications
Military Affiliate Radio System
; (MARS)
: Tactical Communications

Freguency Management
Compatibiiity Engineering
Frequeney Authorizations
Frequency Engineering Above 30
MCS
Frequency Engineering Below 30
MCS
Records and Registration

Wire Facilities
Commercial Facilities
Control Stations
Flight Checks
Plant in Place Maintenance

ENV—AEROSPACE ENVIRONMENT

Geographical Requirements
Techniques and Equipment

Space Environment
i Bolar Observations
i Solar Forecasting
Solar-Terrestrial Effects

Attachment 1
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Weather
Meteorological Analysis
Climatology
Forecasting
Storm Tracking-Warning
Meteorological Data Exchange
Meteorological Observations

FIN—FINANCIAL ADMINISTRATION
Appropriation Accounting
Advance Payments and Reeoupments
Allocation, Suballocation, and Allotment of
Funds
Administrative Control
Advice of
Records
Adjustments and Corrections
Allocation, Suballocation Ledgers
Allotment Ledgers
Subsidiary Allotment Ledgers

Annual Budget Authorization
Claims

Collection

Appropriation Receipts
Appropriation Refunds
Appropriation Reimbursements
Deposit Fund Accounts
General Fund Miscellanecus Receipts
Records

Control Ledgers

Subsidiary Collection Ledgers
Reporting Instructions and

Requirements

Commitments

Disbursements, Expenditures

Inter-Intradepartmental Transactions

Obligations

Special Activities and Tenants
Auditing

Administration and Control

Auditor's Records

Internal Audits

Banking—Curreney

Budgeting

Budget Program Management

Annual Finaneial Plan
Apportionments

Appropriation Law
Funds Administration
Special
Transfers

Budget Structure
AF Budget Code (Fiscal Code)}
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Estimates
Call for Estimates
Program Guides and Assumptions
Justification
Review
Special (Flash)
Supplemental
Federal Budget

Cost Accounting
Base Maintenance
Depot Maintenance
Field Maintenance
Motor Vehicles Maintenance

Expense Accounting
Accounting Procedures
Chart of Accounts
Contractnal Services
Materiel
Medical Services
Personnel Services
Special Activities and Tenants
Travel and Transportation
Records
Expense Ledger—Accounts
Subsidiary Ledgers and Files
Reporting Instructions and Regquirements

General Ledger Aceounting
Accounting Procedures
Chart of Accounts
Special Activities and Tenants
Records
General Ledger Control Accounts
Subsidiary Ledgers and Files
Reporting Instructions and Requirements

International Aceounting
Agreements, Bilateral
Canada
Korea
South Africa
United Kingdom
MAP (Grant Aid)
MAP (Military Assistance Sales)
NATC
Reporting Instructions and Requirements
SHAPE
Monetary Property Accouﬁting
Equipment in Use
Finaneial Inventory Accounting
Medical Inventory Management System
({MIMS)
Real Property
Nonappropriated Funds
Revenue Producing Activities and Funds
Book Department Funds
Exchange Service Funds
Motion Picture Service Funds
Post Restaurants Funds
Vocational Training Activities Funds

AFM 181-4

Sundry Association Activities and Funds
Central Mess Funds
Chaplains Funds
Installation and Organizational
Religious Funds
Officers’, Noncommissioned Officers’,
and Cadets’ Open Messes

Welfare Activities and Funds

Bage Trust Funds
Central Base Funds
Central Welfare Funds
Civilian Welfare Funds
Command Welfare Funds
Unit Funds

Payroll Operations (Civilian Pay) (Also see
MIL)
Revolving and Working Capital Funds
Industrial Funds

Laundry and Dry Cleaning Services
Printing Services

Management Funds
Stock Funds

Air Force Academy Division
Aviation Fuels Division
Clothing Division

Monetary Allowance System
Commissary Division

Salvage and Surplus Materiel Accounting
Statement of Charges

Surety Bonds

Survey, Reports of

INF—INFORMATION ACTIVITIES

Information Activities
Community Relations

Civic Leader Liaison
Holiday and Special Event Observances
Off Base
On Base
Speakers Bureau
Internal Information
Air Force Radio and Television Service
(AFRTS)
Base Newspaper
Bulletin Board Program
Commanders Cali
Publie Information
Media Inquiries
Media Visits
Releases

International Affairs

(Subdivisions as applicable to command and
location, ie., NATO, SEATO, MACV,
NORAD, ete.)
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Legislative Relations
Congressional Inquiries
(Subdivisions as applicable to com-
mand, ie., legislative proposals, legis-
lative programs, etc.)

INS—INSTALLATIONS MANAGEMENT

Facilities (Construction, Maintenance, and
Operation)
Aerospace R&D Facilities (Excluding
Buildings)
Airfields, Pavements, Aprons, ete.
Building Equipment
Buildings and Struetures (Subdivide by
type as required)
Custodial Services
Fire Protection and Aireraft Crash Rescue
Grounds
Insects, Rodent, and Vermin Control
Liguid Fuel Storage and Dispensing
Systems
Missile Launch and Launch Control
Facilities
Railroads
Roads and Other Surfaced Areas
(Excluding Airfields, Pavements, ete.)
Training Aids
Utilities
Air Conditioning Systems
Electric Plants and Systems
Gas Plants and Systems
Heating Plants and Systems
Sewage Plants and Systems
Water Plants and Systems

Family Housing

FHA Housing
Title VIII Housing (Wherry Housing)

Planning Engineering
Construction Planning (Program and
Projects)
Design Criteria
Master Planning (Programs)

Real Estate
Accounting and Inventory
Aecquisition
Disposat
Utilization

INT—INTELLIGENCE
Collection—Dissemination
Attaches, Defense
Attaches, Air
Briefing
Captured Materiel
Clandestine Source
Documents
Electronie Collection

Attachment 1
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Communications
Collection-Dissemination
Interception

Electronics
Collection-Dissemination
Interception
Multi-Sensor

Foreign Natiohals

Accreditation

Tours

Vigits

Guidance Material
HUMINT

Biographical Data

Debriefing

Interrogation

Resources

Intelligence Collection Plans
Intelligence Reports
Photo Intelligence
Reconnaissance
Requirements and Priorities
Estimates
Air Facilities
Airfield & Seaplane Stations of the
World

Climatology

Communications

Terrain

Transportation

Air Order of Battle

Air Defenses

Civil Air

Strategic Establishments

Tactical Establishments

Area Studies

Geographical Regions

Battle Staff
Capabilities

Eeconomic

Military

Politieal

Technical

Indications

Aerospace Threats

Briefings

Current Indications

Intentions
Economic
Military
Political
Technical

Watch Reports

Operational Plans .

Intelligence Annexes

Scientific and Technical Intellipenee

Aeromedical Intelligence

Ajreraft & Aireraft Engines

Antiaireraft Artillery

Armament, Conventional
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Ballistic Missiles

ICBM

Rockets, Air to Air

Rockets, Ground to Air
Electronics

ELINT

Radar

Radio

Sensors

SIGINT
Reconnaissance
Unidentified Flying Objects

Information Disclosure Policy
Delegated Disclosure Letters
Disclosures Made

Foreign

U, 8. Requesters
Requests for Disclosure

Authority

Intelligence Training
Evasion & Escape Briefings

Target Intelligence (Analysis and Compilation})
Physical Vulnerability

Weapons Effects

Weapons Recommendations

Weapons Requirements
Target Analysis

Bombhing Encyclopedia

Damage Predictions

Target Systems

Target Intelligence Requirements and Priorities
Target Materials

Air Objective Folder Program

Radar Target Intelligence

Target Dossiers (Tactical)

INV—INVESTIGATIONS, INSPECTIONS, AND

SAFETY

Investigations
Liaison
Technique

Types
Counterintelligence
Collections and Operations
Criminal
Personnel
Procurement

Inspections and Staflf Visits

Personal Conference Periods
Scheduling :
Special Subjects for Inspection
Types

Compliance

Procedural

Special

Staff Visits
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Safety
Accident/Incident Reporting
Awards
Programs
Statistics
Studies, Surveys, and Visits

LEG—LEGAL ADMINISTRATION

Administration of Military Justice
Appellate Review and Procedure
Clemency
Correctional Custody
General Courts-Martial
Nonjudicial Punishment
Special Courts-Martial
Summary Courts-Martial

Alcoholic Beverage Control

Claims
Claims Against the U, 8.
Claims Data Management System
Claims in Favor of the U. 8.
Copyright Infringement Claims
Invention Secrecy Claims
Patent Infringement Claims
UCMJ Article 139 Claims

Copyrights
Labor Relations

Air Force Employees
Contractor Employees

Legal Assistance
Adoption
Civil Relief Act
Divorce—Separation
Leases
Marriage
Power of Attorney
Wills

Legal Opinions and Interpretations
{Use the Index in the “Digest of Opinions—
The Judge Advocates Genera!l of the Armed
Forces” to subdivide subject files as re-
quired)

Litigation
Litigation Against Air Force Personnel
Reports
Witnesses

Public Utilities
Communications
Electricity
Gas
Sewage
Transportation
Water

; Attachment 1}
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Taxation MED—MEDICAL SERVICES .

Federal Excise Aeromedical Evacuation

Federal Income Inter-Theater Evacuation

State Excise Intra-Theater Evacuation
State Income

State Sales and Use Aerospace Medicine
State Tax, Other Aerospace Crew Effectiveness
: Bioenvironmental Engineering
MAP—MAPPING AND CHARTING Epidemiology
Aeronautical Information Publications . Military Public Health
Aeronautical Overprints Occupational Medicine
Foreign Clearance Guides Dentistry '
Jet Flight Information Manuals Accreditation
Pilot’s Handbooks Authorized Dental Treatment Rooms
; Radio Facility Charts Facilities and Construction—Dental .
. Air Target Materials Criteria
i Geodetic Data Sheets Consultants . .
Radar Return Codes Dental Clinic Administration
! Reliability Data Sheets Career Guidan‘ce .
Target Charts Dental Operating Instructions

Physical Standards

Dental Health Records
Chart Quantities and Stocks Dental Reports

Laboratory Services

Target Mosaics

Development
Experimental Items Aren 'Support
Satellite Bases
Portrayal

. Professional Services
! Test and Evaluation Examination and Treatment Planning
Distribution Policies ‘
Exchange Agreements Preventive Dentistry

aeranhi Clinical Phase
Hydrographic Charts Community Health

Maps Special Dental Materiais
¢ Production Accountability

Requirements Artificial Teeth

Source Materials Chrome Alloy

Specialty Sections

Evaluation of X-Ray Dental

Dissemination Film Control
Procurement L N
Utilization Radiation Monitoring
. o (General Medical and Health Status
Special Charting Items )
el Vi Aerospace Crew Effectiveness
Aero.nautlca Video Plate Battle Casualties
Special Charts Diseases +
gpecm.l I‘g&(’s’;lcs Eye and Adexa and BEar, Eye, Nose,
errain Models and Throat
Standard Series Aeronautical Charts Circulatory System .

Digestive System and Hernia
Digestive Traet, Infection Arising in
Gynececlogy and Obstetrics

Aeronautical Approach Charts
: Aeronautical Planning Charts
f Cloth Charts

. Infective and Parasitic, Other
‘ gf,ﬁ:ii;ftg,ﬁfs ' Mental Psychoneurotic and Persconality
Evasion Charts Disorders
Navigation Charts Neoplasma
‘ Radar Tracking Charts Nervous System
; Strategic Charts Respiratory System
Ii Weather Charts Aecute Infection in

World Aeronautical Charts Other Diseases of
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Skin and Cellular Tissue
Tuberculosis
Venerial
Urinary and Male Genital System
Injuries
Hospital and Dispensary Administration
Capacity and Status
Clinical Records
Patient Management
Admissions
Bed Occupancy, Patient Days & Length
of Stay
Deliveries
Dispositions
Qutpatients

Medical Intelligence
Medical Nomenclature and Classification
Physical Examinations

Professional Services and Clinics

Flight Medicine

Laboratory

Medical
Cardiovascular
Dermatology
Gastroenterology
Internal Medicine
Pediatrics
Physical Medicine
Psychiatry and Neurology

Nursing

Pharmacy

Roentgenology

Surgieal
General Surgery
Obstetrics and Gynecology
Orothopedic Surgery
Urology

Strength Statistics

Veterinary Services
Animal Service
Base Veterinary Service

Food Inspection
Food Source Establishment Inspections
Government Verification of Contractor
Inspection
Quality Audit
Veterinary Public Health
Environmental Sanitation
Epidemiological Investigations of
Food-borne Diseases
Food Service Sanitation
Zoonosis Control
Veterinary Research
Basic Research
Research Support
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MGT—ADMINISTRATIVE MANAGEMENT

Communications (Written)
Accountability
Format
Processing
Stationery Specifications

Data Automation and Reports Management
Advanced Technology

Data Management
Reports
Elements and Codes Standardization
Requirements Control
Data Systems
Approval
Compatability
Development
Projects
Equipment Review
Program Management
ADPE Evaluation
Contract Negotiation
Control
Data Systems Evaluation
Indoctrination and Education
PCAM Approval

Forms Management

Historical Documentation and Properties
Historical Properties
Monographs
Unit Histories

Interservice Relations (Joint Activities)

Management Planning and Improvement
{Surveys and Studies)
Office Metheds and Procedures
Organizational Analysis
Program Planning and Analysis
Work Measurement—Produetion

Layout and Materiel Flow
Production Control and Scheduling
Survey and Audit

Work Measurement

Work Simplification

Manpower

Deferred Manpower Requirements
Manpower Authorization Document (MAD)
Manpower and Authorization Files (MAF)
Unit Manning Document {UMD)

Organization and Functions ( Including, gen-
erally, the organization of boards and com-
mittees, Classify documents pertaining to the
organization and work of specific boards and
committees by subject, using the name of the
board or committee as the subdivision of sub-
ject, as required)

Activation
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Assipnment of Organizational Units Career Development
~ Unit Movements Classification :
Gon'atltut.xon Qualification Records (Such as AF Form
Designation 11, ete.) .
Insignia—Flags .
Nomenelature Chaplainey
Disbendment Cultur'al A:ctivitigs _ o
Discontinuance IF;cclesxgstlt:.al Indor.smg Agencies
Inactivation umanitarian Se.rvmes
; o Personal Counseling
Reorganization

Preaching Missions

Postal and Courier Service Jewish
' Courier System Protestant
Courier Transfer Stations (CTS) Roman Catholic
; Distribution Religion
! Money Orders - Jewish
Proiestant

Penalty Matters
Post Offices {APOs)
Postage

Roman Catholic
Religious Education

. . . Retreats
Postal and Courier Equipment Jewish
Records Management Protestant
Current Records Maintenance Roman Catholic
Documentation Storage and Retrieval Worship

Systems
Records Disposition

MIL—-MILITARY PERSONNEL

Discipline and Conduct

Misconduct .
Administrative Reprimand

ADMINISTRATION Military Personnel Data and Records
Absence Personnel Data Systems
AWOL Airmen
Desertion Officers
Leave Records :
Emergency Command Personnél Records Group

Assignment and Reassignment

Air Force with the Armed Services of
U. 8. and Other Countries

Field Record Group
Master Personnel Records Group

Pay and Allowances

Armied Forces of the United States with Allotments
the Air Force Dependents
Armed Forces of Other Countries Serving Income Tax
with the Air Force genglon
avin
Att?c}le(-l Beneﬁts-—gsra.tuities-—Compensation
Flying Status Clothing Allowances
Permanent Change of Assignment and/or F.nlistment Bonus
Btations (PCS and/or PCA) Flying Pay
Base of Preference/Base of Terminal Inactive Duty Training Pay
Service Assignments Pay Withheld or Delayed
Consecutive Tours Quarters '
Deferments and Humanitarian Student Officers
Assignments Subsistence
Overseas Assignments Travel
Permissive and Project CHAP Performance
Reassignments Commendations

Seecretarial Determination on Second
PCS in Fiscal Year (DLA)
Special Duty Assignments

Release
Temporary Duty

:Aﬂuchmem 1
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Casualty Reporting and Notification

Children Have a Potential (CHAP)

Counseling

Credit Unions

Family Services

Insurance

Leave

Marriage

Retired Servieemen’s Family Protection
Plan (RSFPP)

Personnel Services
Nonappropriated Fund Management
Book Department
Personnel Services Supply
Theater
Open Messes
Airmen
NCO
Officer
Recreation Services Management
Aero Clubs
Bowling
Crafts and Hobbies
Golf
Libraries
Marinas
Miscellaneous Activities
Recreation Areas
Riding Stables
Rod and Gun Clubs
Service Clubs
Sports
Swimming
Youth Activities
Personne] Statistics
Average Strength Report
Military Strength Balance Report
Rosters
Strength
Political Activities
Voting ’
Prisoners of War
Allied
Ameriean
Enemy

Procurement
‘ Appointment and Enlistment
Examinations {Mental and Physical)
Qualifications {Education and
Physical)
Waivers
Induction and Recall
Draft Deferment
Recruiting
Promotion and Demotion
:Rank and Precedence
Retirement

L 4
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Separation
Death
Discharge
Inactive Duty

Uniforms (Regulations of Apparel)

MTN-—MATERIEL MAINTENANCE
ENGINEERING

Conservation Practices

Contractor Technical Assistance

Equipment Histories

Materiel Jtems(Subdivide as required in accord-
ance with standard classes of supply (AFM
67-1) using class numbers in parentheses as
secondary subject designations, viz: MTN 4
{01).)

Modification

Performance Data

Preventive Maintenance

Repairs

Technical Order, Compliance

Unsatisfactory Reports

OPS—OPERATIONS

Air Bases, Use of
Domestic
Foreign
Site Surveys

Air Traffic Control
Aireraft Dispatch and Clearance
Identification
Air Routes
Control Tower
Flight Rules and Regulations

Atomic Warfare
Liaison (Atomic Energy Commission, Mili-
tary Liaison Committee, Armed Forces
Special Weapons Project) {Also Bee
INF)
Maneuvers
Tests

Clandestine Operations

Electronics Systems
Airborne Radar
Aireraft Control and Warning
Radar Calibration
Combat Electronics

Flight Operations
Airlifts
Air Ground Rescue
Air Sea Rescue
Bombardment

Evacuation
Disaster
Wounded {See Aeromedical Evacuation
—MED)

Fighter
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Reconnasissance
Special Missions
: Transport
Infiight Refueling
Troop Carrier
Joint Qperations
Navigation
Navigations Alds
Operations Analysis
Studies
Airlift
General Purpose
Strategie
Tactical
War Plans
Combined War Plans
Foreign Military Assistance
Defense
; Civil Defense
Mobilization
Civil Aviation
Joint War Plans
Logistics
Offense
Biological and Chemical
Psychological
Strategic
Tactical
Ground Support

' Ground Support

PHO—PHOTOGRAPHY
" Aerial Mapping and Charting

Croas Servicing Agreements (Interagency)

Identifications and Titling
Mapping and Charting Projects
Print Libraries
Armament Recording Photography
Gun Cameras
Other
Scope Cameras
Strike Cameras
Base Photograph Laboratories
Camera Operation
Distribution
_ Film Control
i Finishing
i Processing
Documentation
Motion Picture
i Processing and Printing
i Bitill
Instrumentation
Distribution
Motion Picture
Printing
Processing
Still Picture

Attachment 1
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Motion Picture Photography

Animation

Archival

Exhibition Clearance and Classification
Processing

Production

Projection Prints

Public Sale and Release

Sound Recording

Stockfootage

Programming

Annual Budget

Annual Production Requirements
Current File Production Status
Policy Directives

Rate of Production Status
Standing Operating Procedures
Technical Bulletins

Utilization and Control

Television

ACERPS by Command and Base
Boards and Committees
CEIPS by Command and Base
Financial Administration
Budget
Contractual Services
Procurement
Project “Savings”
Inquiries
Congressional
Genersl Officers
Manpower and Organization
Policy
Programming
Five Year CCTV Management
Program
Special Projects
Intrusion Resistant Cable
Secure TV (KG-24) TV Vans

Studies

POL—FPOLICE OPERATIONS
Police Administration

Authority and Jurisdiction
Civil Police Liaison

Complaints
Individual Case Files

Disposition of Offender Reports
the Guarding

Offenses or Incidents (Including Arrests
and Routine Investigations of Delin-
quency and Complaints)

Patrolling
Permits (Hunting, Fishing, Firearms, ete.)
Property
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Records of Events {Desk Journal)

Relief Schedules

Security and Law Enforcement Activities

Reports
State of Discipline
Traffic Control
Vehicle Registration
Corrections
Casual Prisoners

Confinement Administration

Confinement Operations
Prison Administration
Prisoners Complaints

Prisoners Individual Records
Restoration and Clemency

Retraining of Prisoners

PRO—FPROCUREMENT

Contract Administration
Contractor’s Records

Cost Reimbursement (Approval of Cost)

Price Redetermination

Subcontracting

Tax Exemption
Contract Financing

Advance Payment

Guaranteed Loans

Partial Payments
Contract Placement

Bonds

Coordinated Procurement

Execution (Awards)
Approval
Distribution
Numbering

Formal Advertising

Interdepartmental Procurement
Federal Supply Service
Negotiation

Findings and Determinations

Sources
Bidders List
Small Business
Specifications

Contractual Instruments

Changes

Types
Cost-Plus-Fixed-Fee
Fixed Price
Time and Materials

Foreign Procurement
Government Property

Bailment

Government-Furnished Aeronautical

Equipment
Industrial Property Controt

39

Industrial Resources

Facilities
Industrial Equipment
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Modernization/Replacement

Plant Expansion
Special Tooling

Labor and Technicians

Materials
Controlled Materials
Customs Entry
Priorities
Mobilization
Produetion Planning

Initiation of Purchase and Procurement

Authority

Assignment of Procurement Responsibility

Delegation of Authority
Procurement Directives
Purchase Requests

Labor Relations
Inquiries
Labor Disputes
Labor Laws

Procurement and Contract Management

Reports
Surveys

Production
Delivery Schedules
Engineering Changes
Expediting

Programming .
Requirements Computation

Quality Control
Inspection and Acceptance

Readjustment
Claims
Property Disposal
Settlement
Termination
Convenience
Default

Reliability
Management Procedures
Operational Reliability
Specifications
Standardization
Domestic

Aircraft, Rocket, & Missile Designation

Documentation
Engineering

Qualified Products List
Supply
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Internationat Components .
Air Standardization Coordinating Fuel Cells
Committee {ASCC) Fuselages
CENTO Tail Assemblies
NATO Wings
SEATO Design

Eszcape and Recovery
Load, Weight and Balance
Parameters

Value Engineering
Change Proposals

:

Mannin
Training Passive Defense
Performance’
Zero Defe(.:ts Pressurization _
Awards to Industry Structural Testing ‘

Crossfeed Items Electrical Accessories

Publicity/Promotions Actuators
PUB—PUBLISHING AND PUBLICATIONS Auxiliary Power Plants and Generators.
‘ Circuit Breakers . r
Orders Convertors, Regulators
Aeronautical Motors
Court-Martial Flight Instruments
Flight Accelerometers
Movement Airspeed
Rese‘rve Altitude .
Special Free Air Temperature
Publishing Management Pitch and Yaw
Budget and Fiscal Flight Operation Techniques and Equ:pment
Printing, Binding, and Reproduction gﬂlge%i::a:rgpemtmn
Binding Floating Wings
Contract Printing Ra &
Departmental Printing nge
Duplicating 'Irj"w"‘g tonal Landing and Takeoft .
Field Printing nconventional Landing and Take
. Maintenance and Test :
Publications

Engine Test Cells, Stands

Repair Equipment
Mechanical Accessories

Aerial Delivery Equipment

R&D-—RESEARCH AND DEVELOPMENT Actuators
‘ . Aerial Dispensers
Aireraft

. . - Cooling and Air Conditioning
(Subdivide as required: amphibian; bomber; Deicing and Anti-icing Devices
cargo and transport; convertiplane; fighter;

" v Fire Prevention Equipment
glider; liaison; lighter-than-air; parasite; Heating Equipment

Distribution and Requirements
: Format and Editorial Policy
{ Procurement

reconnaissance; rotary wing; and trainer). Hydraulies
Aerodynamics (Exclusive of propellors and Inflight Cargo Handling Equxpment 4
rotors) Oxygen Equipment
Airfoils Pneumatic

Boundary Layer Control Propellérs and Rotors
Design Criteria Aerodynamics of
External and Internal Flow Components
Fluid Mechanies Control
Turbulence Drive Mechanism
Wind Tunnel Studies Servicing and Handling
Alighting Gear Fueling and Fuel Storage
Antiskid Devices Gas Generaters and Gas Servicing

Brakes, Tires, Wheels
Cross-wind Landing Devices
Floats, Skis

Steering

i Attachment 1

40

Heating and Air Conditioning
Launchers and Arresters
Lubrication Equipment

Mobile Compressed Air Supply



3 QOctober 1966

. Stability and Control
Control Mechanisms
Control Surfaces
Criteria
Dynamic Load
Flutter, Vibration

Armament

Aireraft Armor (Plates, Bullet Proof
Glass, ete)
Ammunition and Guns (Exclusive of
Fire Control System)
Accessory Equipment
Destructive Effects
Drives
" Feed and Storage (Aboard Aircraft)
Mounts
Analysis and Evaluation
Ballistics
Computation
Control Theory
Dynamics of Systems
Performance Evaluation
Systems Synthesis
Bombs {Exclusive of Special Weapons)
(Subdivide, as required, by type)
Bomb Accessories

Computers
) Bombing
. Ground Defense
Demolitions
Application
Techniques
Fire Control Systems
{Position reference — radar; optics;
gyros; computors; servo-transmitters;
all equipment applicable to an inte-
grated fire control system)
Fuses
Mines and Torpedoes
Munitions Handling Equipment
) Roekets and Launchers
. Accessory Equipment
Destructive Effects
Feed and Storage (Aboard Aircraft)
Launching Equipment
Release Equipment
Rockets
Sights
Bombsights
Gunsights
Warheads

Bioastronautics

Chemistry
Analytical Physical

. Inorganic, Organic
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Communication

Acoustica

Airborne Systems

Ground Systems

Lingnuistics

Receivers, Recordings

Telemetering

Theory of Information and Communication
tion

Transmitters

Electronies

Combat Electronie A pplication (Electronic
Countermeasures)
Screening
Signal Search and Analysis
Simulation
Components, Techniques and Tests
Amplification
Antennas and Antenna Shelters
Meters, Generators
Modulation
Moving Target ldentification
Signal Analysis
Eleetromagnetics
Analysis
Wave Propagation

Electronic and Electrical Parts (Subdivide
as required)

Engines

{Subdivide as required: gas turbines, turbe
jets and turboprops: nuclear; ramjet;
rocket)

Accessories

Instruments

Equipment

Aerospace Ground Equipment (AGE)
Air Base Equipment

Auxiliary Power

Camouflage

Construction and Maintenance Equip-

ment

Fire, Crash and Salvage Equipment

Lighting and Marking

Materials Handling

Personnel Carriers

Structures
Clothing and Protective Equipment
Machine Elements and Hardware
Medical and Dental Equipment
Rescue and Survival Equipment

Acerial Pickup and Tow

Airborne Sea Rescue Equipment

Detection Devices

Droppable Survival Gear

Flotation Gear

Personal Survival Clothing

Rescue Boats and Equipment

Attachment 1




AFM 1814

Test Support

3 October 1966

Military and Field Medicine

Aerospace Neurclogy
: Range Neuropsychiatry
; Trainers and Simulators Ophthalmology
{ Quartermaster Type Equipment Orthopedics
: Cleaning and Sanitation Equipment Otorhinolaryngology
Food Preparation Equipment Parasitology
! Persona) Care Equipment Pathology
' Shelters Pharmacology
‘ Physiology
‘ Fuels, Lubricants and Propellants Preventive Medicine
: Exotic Fuels Radiobiology
Hydraulic Fluids , Radiology ’
Rocket Propellants Surgery
Fusion Toxicology
' Hybrid Veterinary Medicine .
: Isotope Virology
Liquid )
Monopropellant Meteorology
; Nuclear Atmospheric Hydrodynamics and Circula-
: Solid tion Temperature
Toxic Fusls Balloon Probing and Transport System
Micrometeorology

Industrial Processes (bonding; cutting; fixtures;
forming; finishings; gauges; inspection in-
struments; joining methods; packaging; pre-
serving; tools; treatment; welding)

Synoptic Techniques
Winds, Turbulence and Diffusion

Military Psychology
Intelligence Operations Techniques

Instrumentation Psychological Warfare Methods
Aireraft
Electronics Missiles
Manometers (Subdivide as required: air to air; air to
Missiles surface; air to underwater; surface to air;
: Laboratory surface to surface; surface to underwater;
: Optical underwater to air; underwater to surface;
Potentiometers underwater to underwater.)
Range Alighting Gear
: Transducers Components, Aceessories and Parts
; Materials De'“m} .
i Ablatives Electrical Equipment
Chemieals Instruments
; Metallurgy and Metallics Launching and Recovery Equipment
: Non-metallics Mechanical Equipment
. ] Stability and Control
Mathematics and Computation Test Vehicles .

Medicine and Biology

Navigation and Navigation Instruments and
Air Evacuation

Equipment

Allergy Ground Reference Navigation *
Anatomy Distance and Position Findin
Aviation Medicine g
Racteriology Radar Beacons and Markers
Biochemistry Radar Search
Biomedical Aspects of Special Weapons Navigation Instruments
Riophysics Astrograph Data Boards
Dentistry Chart Projection Methods
Dermatology Chronometers
Entomology Computers

: Epidemiology Driftmeters

; Immunology Octants
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Self-Contained Navigation
Celestial
Celestial-Inertial
Inertial
Position Indicators
Terminal Control of Air Vehicles
Air Traffic Control
Ground-Controtled Approach
Homing
Instrument Landing Systems
Vehicle Guidance and Control
Beam Riding
Command Systems
LORAN
Radio Compass Auto-pilots and Coup-
ling to Beams
SHORAN

Parachutes (Cargo; ballute decelerator; hyper-
fio chute; missile recover; personnel theory
of)

Personnel Utilization

Assignment, Evaluation, Promotion
Human Engineering

Manpower

Psychology of Training
Psychophysiology

Training and Education

Photography (Including Aerial Reconnaissance
Collection)

Interpretation and Compilation
Processes and Devices
Cameras
Emulsions
Optics
Processing
Schliren
Shadowgraph
Techniques
Infra-red
Miecro
Three Dimensional
Ultra-violet
Physics
Acoustics
Electricity and Magnetics
Experimental Physics
Lasers
Magnetohydrodynamies
Masers
Plasma Stream
Seeded Plasma
Mathematical Physics
Mechanics
Nuclear, Atomic, Molecular Structure
Solid State Physics
Thermodynamics
Physies (Atmospherics)
Acousties

AFM 1814

Cloud Physics and Nueleation
Cosmic and Solar Influences
Electricity and Ionization
Meteors

Optics

Radiation

Strueture and Composition

Sociology
Demography
Inter-group and Inter-personnel Relations
Morale and Leadership

Space Technology

Astronantics
Operations in Space
Orbital Rendevous
Space Exploration

Spacecraft
Aerospace Planes and Components
Design and Construction
Satellites
Space
Capsules
Damage Assessment and Vulner-
ability Studies
Probes
Stations
Vehicles

Spaceeraft Launch Vehicles and Ground
Support
Handling and Launching (including
transportation and storage)
Preparation for Launch, Countdown

Spacecraft Trajectories and Re-entries
Analysis
Determination
QOrbital Calculations
Re-entry
Space Mechanics

Special Weapons, Effects and Defense
Atomic Weapons )
Bacteriology and Biological Warfare Agents
Chemical Warfare Agents (CW}
Radiological Warfare Agents (RW)
Thermonuclear Weapons

Terrestial Sciences
Geodesy
Geology
Geomagnetisms
Geophysical Aspects of Atomic Weapons
Oceanography
Seismology
Soil Mechanics

SEC—SECURITY
Censorship
Classification Management
Classifying, Regrading, and Declassifying
Marking
Security Classification Guides
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Counterintelligence
Subversive Activities {See INV)
Individuals
Organizations

Personnel Security (See INV)
Civilian Personnel
Military Personnel
Training, Indoctrination, and Education

i Physical Security
: Control of Entry and Exit
' Guarding and Patrolling (Guarding
: and Patrolling Operations—see POL)
Identification and Passes
Physical Safeguards
Barriers, Devices, and Equipment
Visitor Conirol
Travel Control
Security of Materie] Movements (Sup-
ply)
Security of Troop Movements (Per-
! sonel)
Safeguarding Classified Information
Destruetion
Dissemination/Disclosure and Access
Handling, Transmission, and Transportation
Preparing, Reproducing, and Controlling
Security Compromise and Administrative
Deviations
Storage and Safeguarding

SUP—SUPPLY AND SERVICES

Budget/Buy/Requirements (Subdivide by ap-
propriation, as required by activity)
Commodities
Airspace
Communiecations
Munitions
Pacilities
Construetion
Methods
Storage
Utilization
Services

Clothing Sales

Commissary Operations

Food Services
Menus

Laundry and Dry Cleaning

Mortuary and Grave Registration
Eseorts and Honors
Headstones and Markers
Interments and Disinterments

Post Exchange Operations

Supply Policy/Procedures AFM 67-1

Volume I, Part One
Chapter One

Attachment 1
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Volume I, Part Two
(Further subdivided as required to in-
dicate divisions of AFM 67-1 utilized
by the activity)

Systems Management

Data Automation Proposals
Effectiveness Reports
Equipment Management
Projects

TNG—TRAINING
Administrative Training and Facilities {Schools)
Administrative Procedures

Management Training
Secretarial Training

Air Academy
Civilian Components
Air Force Reserve
Air National Guard
Civil Air Patrol

Education Services
Group Study
Operation Bootstrap
USAFI
Veterans Administration In-Service Pro-
gram

Flying Training and Facilities (Schools)

Basic

Bombardment

Fighter

Instrument
Ground Control Approach (GCA)
Instrument Landing (ILS)

Navigation

Reconnaissance

Rotary Wing

Tactical

Foreign Trainees

General Military Training
Code of Conduct
Disaster Actions and First Aid
Physical Conditioning
Security
Small Arms Markmanship

Military Training (Non-Flying)
Basic Training
Officer Training

Professional and Academic Training and Facili-
ties (Schools)

Academic
Chaplains
Dental
Legal
Medical
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Technical Training and Facilities (Schools)
Field Training
On-the-Job Training
Skill Training
Support Training
Systems Training
Special Training
Training Programming

Training Aids

Equipment
Materials

Unit Training

TRS—TRANSPORTATION
Cargo
Air
Land
Sea

Equipment and Facilities
Facilities
Materials Handling Equipment
Railroad Equipment
Utility Boats

Military Air Transport
Ferrying of Aircrait
Integration of Commercial Facilities
Charters
Contracts
Ground Detention
Regulations (Operating Rights, CAB
Proceedings, etc.)
Lost or Destroyed Aircraft (Cargo and/or
Personnel in)
Monthly Reports
Channel Requirements
Movement Reports
SAAM Requirements
Nonrevenue Traffic
Cargo
Mail
Passengers
Civilian
Dependent
Military
Retired, Reserve, ROTC
Revenue Traffic
Cargo
Passenger
Special Projects
Traffic Regulations
Capabilities and Allocations
Clearances
Documentation
MAP Traffie
NATO Traffie
UN Traffic

45
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Military Motor Vehicles
Base Authorized Allowances
Bus Movements
Drivers Qualification and Training
General Purposes
Administration
Tactical
Operations
Special Movement Authorizations
Special Purpose
Tolls.

Military Sea Transport
Billing Procedures {(MSTS)
Cargo
Outturn Reports
Overseas Destination
England
Germany
Others
Special Cargo
Ajreraft
Privately Owned Automobiles
Z. I, Ports
HRPE
NOPE
NYPE
SEPE
SFPE
Monthly Reports (MSTS)
Monthly Requirements
Movement Reports
Special Requirements
Passengers
Civilian
Dependent
Military
Retired Personnel
Space Available
Port Detachments
Stevedoring
Movement Control (Priorities)
Packaging--Marking
Dangerous Materials
Marking
Packaging—Preservation
Packing
Unitization
Pagsenger
Commercial
Military
TPA
Personal Property
Household Goods and Unaccompanied Bag-
gage
House Trailers
POVs
Petroleum, 0Oil, and Lubricants (POL)
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AFR 205-1

Chapter 5
GENERAL RULES FOR SAFEGUARDING

This chapter gives general instructions concerning physical measures and
certain other specific safeguards required for assuring proper protection

of classified material.

5-1. Bosic Principles of Safeguarding. Abso-
lute security for an item of information
can be achieved only if the information is
known only to one person, if it is never re-
vealed to a second person, and if it is never
physically recorded in any way. For Govern-
ment operations, this is impractical because
it would render the information unusable.
Accordingly, the Air Force information se-
curity program cannot and does not seek to
obtain absolute security. Rather, it must per-
mit the accomplishment of essential fune-
tions while affording selected items of infor-
mation various reasonable degrees of secu-
rity with a minimum amount of calculated

- rigk. In this context, safeguards must be de-

vised against both inadvertent disclosures to
unauthorized persons and attempts to ac-
quire the information for illicit purposes. The
procedures, physical measures, and precau-
tions required by this chapter are prescribed
to that end.

5-2. Storage of Classified Material. Classi-
fied material in the custody of the Air Force
shall be stored only at locations under US
Government control where the prescribed fa-
cilities are available for its secure storage or
protection. Only security file cabinets listed

on the GSA Federal Supply Schedule Tor the

storage of classified material shall be pur-

room or enclosure shall be guarded, or it shall
be stored in a locked container as authorized
below.

Note: Security file cabinets conforming to Federal
Specifications AA-F-357b and AA-F-358b bear a
Test Certification Label on the locking drawer at-
testing to the security capabilities of the container
and lock (on some early cabinets, the label was
located on the wall inside the locking drawer com-
partment). Such cabinets meanufactured after
February 1962 will also be marked “General Services
Administration Approved Security Container” on
the outside of the top drawer. (See figure 5-1 for an
illustration of Test Certification Labels for an inau-
lated Class 2 cabinet and for an uninsulated Class
3 or 4 cabinet.}

a. Top Secret. Top Secret material shall
be stored in:

(1) A steel security file cabinet con.
forming to Federal Specification AA-F-35Tb
for a Class 2 cahinet with Group 1 lock; a
steel security file cabinet conforming to Fed-
eral Specification AA-F-358b (Interim
Amendment 1, 29 June 1961) for a Class 4
cabinet with Group 1 lock; or a stee! secu-

rity map and plan filing cabinet conforming

to Federal Specification AA-F-00363. More-
over, when additional protection is required
because of special loeal conditions, a steel
gecurity file cabinet conforming to Federal
Specification AA-F-358b (Interim Amend-
ment 2, 18 February 1963) for a Class 5

cabinet may be used. (See T/A 006 for the

chased for use by an Air Force activity, or

approved by a contracting officer for pur-

chase from Air Force funds in connection

with an Air Force contract. Classified mate-

tial not in use by, or under the direct observa-
tion of, an authorized person in the same

49

specific security cabinets that meet these
requirements.)

(2) A safe, an alarmed area, a vault, a
vault-type room, or an area under continuous
surveillance, which affords protection equal
to or better than a Class 2 or 4 cabinet, and

COPY
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which is approved for such use by the instal-
lation commander or higher authority. (See
¢ below for details on the use of vaults and
vauli-type rooms,)

(8) As a minimum, a steel file cabinet
or other safe-type steel file container having
a built-in, three-position, dial-type, change-
able combination lock, and being of such
weight, size, construection, or installation as
to minimize the possibility of unauthorized
access to, or physical theft of, such informa-
tion or material. (This authorization applies
only to containers now on hand or in stock.
Whenever new security storage equipment
18 procured for the storage of Top Secret

material, it shall be of the types authorized in

(1) above and desxggated as "securltz fil-
ing cabinets” on the GSA Federal Supply

“Schedule.)

b. Secret. Secret material shall be stored
in:

(1) The manner authorized for Top
Secret material in ¢ above, except that the
alternate facilities described in a(2) above
need only afford protection equal to or better
than a Class 3 cabinet.

(2) A Clasgs 3 steel security file cabinet
with Group 1 lock conforming to Federal
Specification AA-F-357Tb or AA-F-358h.
(See T/A 006 for the specific security cabi-
nets which meet this requirement.)

(3) As a minimum, a steel file cabinet
equipped with a steel lockbar installed accord-
ing to T.0. 463A-1-502, provided it is se-
cured by a changeable combination padlock
(Stock Number 5340-663--3752). (Whenever
new security storage equipment is procured,
it shall be of the types authorized in a{l) or
b(2) above and designated as *‘security fil-
ing cabinets” on the GSA Federal Supply
Schedule. The lockbar-type cabinet shall not
be procured for the storage of Secret or
Confidential material, nor shall that type of
cabinet be newly modified for the purpose.

uch cabinets should gradually be diverte
to use for storing_ Confidential —Modified
'ﬁandling Authorized material and unclassi-
fied material.)

Note: When the use of a specialized container, such
as & map and chart cabinet, is required becanse of

COPY
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the size or shape of the classified material being
stored, a suitable commercial steel container may be
modified according to T.0. 46A3-1-502 for the pur-
pose until the steel security map and plan filing
cabinet conforming to Federal Specification AA-F-
00363 is available on the GSA Federal Supply
Schedule.

¢. Confidential. Confidential material shall

be sfored in:

(1) The manner authorized for Top
Secret and Secret material in @ or b above.

{2) An insulated steel file cabinet {such
as Stock Numbers 7110-823-7022 and 7110-
823-7023) having an automatic unit locking
mechanism and a built-in, three-position, dial-
type combination lock. Cabinets of this type
are not authorized for new procurement for
the storage of classified material; however,
they will become available from stock on
hand as new “security file cabinets” are pro-
cured for the storage of Top Secret and
Secret material.

d. Confidential—Modified Handling Au-
thorized. Confidential material degignated
Modified Handling Aulhorized shall be stored
as stated 1n ¢ above, or In: (¢) a key-lock
steel file cabinet such as Stock Number 7110-
551-5493; (i#1) the cabinet described in b{8)
above secured by a key or combination pad-
lock; or (iii) any other container equipped
with a reasonably secure locking device and
approved for such use by the installation
commander or higher authority.

* * *
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Class 2 Insulated Cabinets

Test Certification Label
Mareh 1955 through February 1962

PROTECTION

SURREPTIFIOUS ENTRY: 20 MINUTES
FGRCED ENTRY: 5 MINUTES

IH ACCORDANCE WITH
FEDERAL SPEC AA-F-3570
FOR CLASS 2 CABDIETS

Test Certification Label
bepinning in Februazy 1962

o]
L |

PROTEST ION

This is a US Coverrmemt security container,
Class 2 cabinet, whirch, wider the tests
defined in Federal Specification AA-F-357b,
affords protection for:

20 man-minutes against swrreptitious entry -
& man-minutes against forced entry
20 man-hours agalnst manipulation of the lock

20 man~-hours apainst radiclogical attack
L] -]

Class 4 Uninsulated Cabinets

Test Certificatlon Iabel
beginning in February 1942

rs_ PROTECTICH %

This is a US Government Serurity contalner,
Class 4 cabinet, which, under the tests
defined in Federal Speciflcation AA-F-358b,
Amendment 1, affords protection for:

20 man-minutes against surreptitious entry
5 map-mimites arainst forced entry
20 man-howrs against manipulation of the lock

20 man-hours against radiological attack

L/}

Federal Stock Numbaers

T10-663-6360 2—drawer legsl size
TIL0-663-6362 L-drawer legal size
T1Y0-663-6364 L-drawer letter size

Federal Stock Numbers

7110-823-7338
7110-823-3288

2-drawer legal size
4-drawer legal sice

Class 3 Uninsulated Cabinets

Test Certification ILabel
March 1955 through February 1962

o o
MOTECT I0H

SURREPTITIOUS EMIRY: 20 MINUTES

FORCED ERTRY: NO TEST

TN ACCOUPANCE WITH
FEDERAL SPEC AA-F-3%58b
FOl CLAS3 3 CABIMETS

Tast Certification label
beginning in February 1962

]

PROTECTION

This is a S Government serurity container,
Class 3 rabinet, which, under the tests
delfined in Federal Specification AA-F-358b,
affords protection for:

20 man-minutes against swrreptitious entry

20 man-hours against manipulation of the loeck

20 man~hours against radlological attark
Zero man-mimites apainst forced entry

-2l

Federal Stoeck Humbers

TLL0-587=-8955 2—drawer legal size
7110-551=-5259 L-draver lepgal size
7110-551=5253 S5—drawer legal size
T110-551-5257 hL—drawer letter size
7110=-551-5261 S—drawer letter size

(poppe ao1o0 pue Jururpadpufl) 15-6F SAOVd WOHA AdH0D IOVHILXHT dAZIHOHLAY

Figure 5-1. Test Cortification Labels and Federal Stock Numbers for Class 2, 3, and 4 Security File Cabinets,
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IMMEDIATE ACTION
AFL 1814

DEPARTMENT OF THE AIR FORCE
WASHINGTON DC 20330

AIR FORCE LETTER 11 March 1965
NO. 1814

SUBJECT: Conservation of Equipment and Space Occupied by Records
TO: (Distribution: )

Expires 81 August 1966 unless sooner rescinded or superseded.

1. Purpose. This letter implements a Presidential directive and General Services Admin-
istration (GSA) regulation, imposing on all Federal agencies, a moratorium on the pur-
chase of filing cabinets. It applies to all activities Air Force-wide.

2. Background. The President’s moratorium is intended to attain the more effective use
of office space and equipment used for maintaining records through procedures which will
insure the prompt retirement or destruction of records no longer required for conducting
~current business. To this end, prerequisite actions are required as justification for the pro-
curement of filing cabinets.

3. Security Filing Cabinets. While the President’s moratorium does not apply to GSA
tested and approved securiiy filing cabinets required for the safeguarding of classified in-
formation by AFR 205-1, the requirements of paragraphs 4 and § apply to requisitions for
such equipment.

4. Action Required:

a. Commanders will require that all requisitionas for letter- and legal-size filing cabinets
be reviewed by a records officer (appointed in accordance with AFR 181-1) to insure that
the office requesting the filing cabinets has taken the following actions:

(1) All records are identified on AF Forms 80, “Files Maintenance and Disposition
Plan,” and 82, “Files Disposition Control Lahel,” and maintained in accordance with AFM
181-4.

(2) All temporary records eligible for destruction in accordance with disposal criteria
in AFM 181-5 have been destroyed.

(3) All noncurrent records not eligibie for destruction have been retired to the rec-
ords staging area or records center in accordance with the instructions on AF Forms 80
and B2,

(4) Filing cabinets are being fully used for current records, including top and bot-
tom drawers.

, ' {5) The contents of filing cabinets have been re-housed in more economical equipment
such as shelf files in accordance with guidelines prescribed by chapter 5, AFM 181-4.

This letter supersedes AFL 181-4, 5 February 1965.
OPR: AFDASB
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(6) All security filing cabinets not being used for classified material have been ex-
changed for nonsecurity type of filing cabinets.

b. If the office requesting the filing cabinet has complied with all of the prerequisites
prescribed in a above and the additional filing cabinet is needed, the records officer will so
certify on the requisition. He will then forward the requisition to the supply activity for
necessary action.

5. Collateral Policies and Actions:
a. Requests for filing cabinets normally will be limited to essential requirements arising
from new or materially expanded offices.

b. Filing cabinets will not be requested solely for the purpose of improvement in appear-
ance, office decor, status elevation, or desire for the latest design or more expensive types.

¢. The requistion and use of power files or other unconventional filing equipment solely
as a basis for circumventing this moratorium is prohibited.

d. All filing cabinets turned-in as a result of actions required by paragraph 4 and the of-
fice space released by such actions will be reported as cost reduction items according to
AFM 4(}0—12@ they meet the applicable criteriﬁ See section 3, chapter 3, AFM 181-5, 1
M19§3, as amended, for calculation guidelines. -

BY ORDER OF THE SECRETARY OF THE AIR FORCE

A 7l L
Colonel, USAF
Director of Administrative Services
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SECURITY FILE CABINETS

The President’s moratonum on the purchase of office furniture and
equipment was never intended to prohibit the purchase of filing cabinets
required for the storage of classified records. This was pointed out in
paragraph two of the item published on page four, TIG Brief Nr. 5, 26
February 1965.

Chapter 101, Federal Property Management Regulations, Title 41,
Public Contracts and Property Management, provides in part: . . . This
restriction does not apply to flre resistant insulated file enbinets and those
required for storage of classified records designated as security file cabi-
nets by GSA.” New security filing cabinets may be purchased as required
to replace units which are no longer serviceable and to meet new require-

ments for the storage of classified records.

_ MAPS AND PLANS SECURITY FILING CABINETS

- General Services Administration has presently expanded its contracts
with suppliers to include the new Class & and Class 6 security filing cabi-
nets. These containers are adaptable for a variety of uses—storage of maps
and plans, 1IBM cards, computer tapes, etc. The Class 5 security filing
cabinet meets the requirements of ‘paragraph 5-2a(1), AFR 205-1, for

- the storage of Top Secret material, and the Class 6 cabinet meets the

requirement of paragraph 5-2b(2), AFR 205-1, for the storage of Secret
material. . )

The Federal Supply bchedu}e is presently being amended and the
change should be available in the near future for the Base Equipment
Management Office or the Base Purchasing and Contracting Office.

S ;:.‘f-'f;‘.;.
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TIG Brief Number 18, Volume XIV, 31 August 1962 ”/L‘""’ :

UTUi{DANCE FOR RECORDS CLERKS
AND RECORDS CUSTODIANS

Change “B” to AFM 1%14, 30 August 1961, ix.roduced a new me. . nd
for maintaining and disposing of Air Force racords. Its principal o:,v¢-
“ives were to eliminate the use of time-consumiug Records C-...col
Schedules (AF Forms 296 and 296a), and to identify ind _oous veoor1s
series in a mannor that would facilitate block disposition, as autho.ized
by AFM 181-5. A basic element of the new syster. is AF Form 82, “Flles
Disposition Control Label.” Paragraph 194, AT 181-4, describes AF
Form 82 and explains its use. )

Although very little difficulty has been experi:nced by Air Force T
activities in establishing and operating the new sysiem, some correspond-
ence and suggestions received indicate that paragraph 19d and figure 10,
AFM 181-4, have not been understood. For example, it has been sug-
gested that the words “File Disposition Control Label” he typed on a
guide card or on-2 file folder label. It should be understood that AF Form
%2 5 a label: it is intended to be affixed to the tab of a guide card. The
words “Files Disposition Control Label” ore preprinfed on i, IT has also =~
been suggested thai the name of the form be placed at the top inste: & of -
the bottom. In designing AF Form 82, its title was intentionally nlaced

E§er f

Py

at the bottom in v 0 _leave space at the top to :2abiry the semes of
records to which the disposition instruction pertains. Thus, it also <e¢rves ‘
as the “locator” guide for separate series of records. In addition this 4
{ormat permits vapid identification of records series without raisiiy or
removing disposition guide cards. The use of coloread labels to distinguish
“locator” guide cards from ‘disposition” guide cards has alsc been
recommended. Because locator guide cards are not required for separate
series of records and since AF Form 82 differs in color, size, and format
from “locator” labels, ability to distinguish befweer. them nresents no
problem.

Figure 10, aFM 1814, shows guide cards with the words “File
Ddisposition Control” at the top. If is very prohable that this illustration
ig responsible for much of the confusion discussed above. Figure 10 was
intended only to illustrate the positioning of AF Form 82 to facilitate block
.isposition of the records to which they relate. The fizure will be re.nsed
;n the next change to AFM 181-4.

Y4

F R I ]

OPINION POLLS AND SUXVEYS

Almost anyone these days is apt to be stopped on the street by a pollster ¢ receive a ques-
tionnaire in his mail from some research or survey corporation, Air Force military and civilian
personnel have the same privileges as anyone else to answer these nongovernmental inquiries,
or not, as they choose.

However, they should ot give answers whirh ean bhe misused. Thoughtless compliance with
requests from unapproved sources could result in embarrassment to the individual or even ciuse
ha: 1 to the interests of the United States. As in all communications, personnel must be oy -
alert to the need to safeguard classified information. If in doubt, they should check with .- -ir
commander or other responsible AF official. Each AF member should bear in mind the -
bility that small bits of apparently harmless information could be amassed into an itera
would be ..ctrimental.

Using similar technigues, interpretations can be worked up to imply that the Ai- -
does or does not favor a commercial product or manufacturer or to impute other attitudes ...
opinions. This can be done even though the responses are purportedly anonymous (see message

606,62, 28 Feb 62). :
e, £ |

MESSAGE PREPARATION -

Message address for Hq USAF is CSAF, as shown in AF) 714, Recent change ¥, - ..
10-2 is in error. The downgrading declassification group abbreviation shown in Atet 3 -
" 0-2E, as Gp—4 is in accord with paragraph 82¢, AFR 205-1, and with a forthcoming evis... j
s AFR 205-2 which wili substitute “Gp” for “SCP.” 'T !i

7
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