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LEAVE BLANK

(See Instructions on reverse) JOB NO

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

NCI-AL-84-2Z

DATE RECEIVED

1 FROM (AGENCY OR ESTABLISHMENT)

o/ 4 /83

__D%;ar-l—mani— of the Army

2 MAJOR SUBDIVISION
The Adjutant General's Office

NOTII—’ICATION 70 AGENCY

3 MINOR SUBDIVISION
Records Managament Division

4 NAME OF PERSON WITH WHOM TO CONFER § TEL EXT
ED LESKO 325-0313 /_—f,;&f

In accordance with the provisions of 44 US C 3303a the disposal re
quest, mrludmg amendments, 1S approved except for tems that,may
be stamped “disposal not approved” of “‘withdrawn” in columr{

Y/

Archivist of the United States

6 CERTIFICATE OF AGENCY REPRESENTATIVE
| hereby certify that | am authorized to act for this agency n matters pertaining to the disposal of the agency’s records;

that the

records proposed for disposal in this Request of

this agency or will not be needed after the retention periods specnfued
[] A Request for immediate disposal.

page(s) are not now needed for the business of

[x] B Request for disposal after a specified period of time or request for permanent

ret

ion.

C DATE %'5
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-

- Va
D. SIGNATUHE OF Aeﬁ REPRESENTA)&WQ
~JOHN HENRY HATCHER, PH.D Archivist of the Army
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ITEM NO

8. DESCRIPTION OF ITEM
(With inclusive Dates or Retention Penods)

9.
JOB NO

SAMPLE OR

10
ACTION TAKEN

1.

BACKGROUND: File Number 227-04 - Centralized Background
Instruction Files. This is a revision of this file number,
which involves the title, description, and disposition
instructions. The Army concurs with your appraisal of the
Centralized Background Instruction Files, as applies to

Joint Travel Regulations (JIRs), pointed out in your lettern

22Jul82. These files are arranged by issuance, in chrono-
logical order. The total volume to date is approxinately
500' and the annual volume accumilated is approximately

20 feet. These files will be offerred to NARS in 5 year
blocks when 20-25 years old. Regquest approval of the
disposition standards as indicated below:

DESCRIPTTION:

Informatian relating to the preparation, review, and issue
of regulations, memorandumns, circulars, pamphlets, and

camnparable publications. Included are studies, coordinatin
actions, recommendations, concurrences, and similar inforng

that provide a basis for issuance or that ccntribute to the

caontent of the publication. -

Mass Dq»{z«

FN 227-04 Centralized Instruction Backgaund T

iles.
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115-107

A;/@lz f’l " #§5“67

LI & JiidB 5 ’;/P\;?«/g/fzﬁby Dired,

STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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7.
ITEM NO

8 DESCRIPTION OF ITEM
{With Inctusive Dates or Retention Penods)

9
SAMPLE OR 10
JOB NO ACTION TAKEN

’, Agencies not converting the data to macroform. Permanent

J.Agencles converting the data to microform under an

c. Instruction background naterial accumulated by other

a. Instruction background information pertaining to
Joint Travel Reguiations accunulated by the office respon+
sible for developing JIRs.
DISPOSITION:

Destroy when no longer needed for current operations.

b. Instruction background information accumulated by
offices of HODA and offices of major command and major
sub-cormand headquarters, and elements 1n a combat zone.

DISPOSTTTION:

Cutoff annually or on supersession or obsolescence as
reference needs require.

approved micrographic systeri:

a. Original documents. Destroy after verafication
that the microforms meet prescribed quality standards and
that the rucroform 1s an adequate substitute fori the
original documents.

b. One silver halide microform set and one caiazo
or vesicular copy. Permanent.

c. Other microform copies. Destroy when no longer
needed for current operations.

offices.
DISPOSTTION:

Destroy when no longer neecded for current operations.

M/croﬁ,% w ke /ﬂgéc%’o/ h Gecordond
with iemR 107-71 507, 2.-

115-203

Four copies, including original, to be submitted to the National Archives

-
GPO 1975 O - 579387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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Fde No.

Deseription

Centraiized background instruction files. Documents relating to
the preparation, 1eview, and 1ssuc of regulatiops, memoran-
dums, circulrrs, pamphlets, and comparable pubheations.
Included are studies, coordinating actions, 12commendations,
concuriences, and simiar documents that provide a basis for
iszuance or that contribute to the content of the publication.
Note. Thas file number is provided for use when 1t 15 eco-
nomicil and efficient to mantain mstruction background pa-
peis i a central file withan a headquarters. Instruction back-
ground papers may be filed functionally in the appropriate
instruction files of the office responsiblg for preparation in hcu

of usirg this file number.

Publishing office background files. Documents accumulated by
offices responsible for coliecting and publishing material pre-
pared by other offices and included in appropriate functional
fies. Included are copies of articles to be published in penod-
1cals, documents used as a basis fer preparation of special
ordeis or other personnel-tyvpe orders, items subnutted for
inclusion 1n daily, weekiy, or monthly bulletins, sinular data
collected for inciusion mn other Government publications, and
comparable documenrts, but not documents required for filing
in the printing job jacket file.

Publication manuscript files. Manuscuipt copies of publications,
printers’ copies of galley or prge proofs o1 publicatiors, diafts
of publications, and other working or control data used in the
preparation of publications.

IMusiration and drawing files. Bluepnnts, diawings, speci-
fications, and artwoik uscd in prepanng illustrations for
publications.

Photographic negative files. Onigmal basic photomaphic nega-
tnves of materiol used in preparition ot illustrations for pub-
heations and duplicates of photographie negatives of artwork
u<cd for illustiating publications.

Copyright authorization files. Documcnts authorizing the use of
copynght matenal, such as lettars and agieements from pub-
lisheis, authors, or copyright owners.

Note. When the related :nstiuction file is scheduled for per-
macent retention, these documwents mav be filed with and
classified as instruction files.

Dircctives development and editing files. Documents relating to
the unprovanent and deselspment of Armyv directayves through
cditarg, changmg, ard rewnting of fiict diafts. Included ave
reguests for wnter-cditor seiviee, copics of first and final
disft manuzeripts notes and memorandums for rceord per-
taumg to confureners with the authom, coe-dination, and 1e-
seurely, copier of related correspordence, and a printed copy
of the baste divcetive snd cach ehunge theicto,

Nole. Decuments mamtaimed by proponent offees will be
filed with related 1eenrds documenting the preprration of the
dreeiive,

15 September 1975

Duisposition

Offices of HQDA and offices of major
command and maym subcommand
headquarters and clements n a com-
bat zone or designated o< a combat
support clemeut m o combat zonc:
Pcrmarent.

Other offices. Destioy when superseded,
obsolete, o1 no longer necded four
1cferencee.

Destroy after 1 year eatlier destruction
is authorized.

Dcstroy on printing of publication

Destioy on printing of the publication,
except that drawings pertaining to
ammunition eonponcents and artwork
which hos continumg uscfulness will
be retamed until no longer nceded

Destroy on revision or vhsoleseence of
the rclated publication, except that
negativee having contimung useful-
ness in the publications functions
may be retained until they hmve
served that purpose.

Destiov after 36 yeawis. Rctain
CFA or RHA

Office responsible for editing, develop-
ment, nud impiovement: Destroy on
107y 1~10n or absolescence of the 1elated
directive.
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