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FOREWORD 

1. Purpose and Scope. This manual implements AFR 181-1. It pre
scribes policies, procedures, and techniques fol' the maintenance' of current 
records. It is designed to show records management personnel and rec
ords custodians hOlv to establish basically uniform, economical\ and effi
cient practices for maintenance of current records. While thii> manual 
stresses the maintenance of subject files, jt al,so prescribes records main
tenance procerlures that are applicable to all types of records. TIi~se pro
cedures inclurle: 

a. Establishing proper locations for maintaining records (offices 
of record). 

b. Assigning duties and responsibilities for records maintenance. 
c. Using and controlling filing supplies and equipment. 
d. Applying filing practices and techniques. I; .2. Applicability. This manual is applicable to all Air Force activi

ties. It will be effective wlienr';ceived. Howe:ver, files established acco~d
hg to pl'ocedures of the superseded manual may be maintained accordirlg 
to those procedures until new files are established. The new files will then 
be maintained according to this manual from that time on . • t 

3. 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 Outline 
in Appendix A, prior to establishing a new set of files. 

.J \ (iJ Supplemental Instructions. The' issuance of supplemental instruc1./'

v.G 

tions to interpret and apply these basic policies and procedures to organi
zations or types of records. peculiar to certain Air Force activities is 

\' authorized. Supplementary directives or manuals which alter basic policies 
or merely reiterate or duplicate the text of this manual are prohibited. 

6. Changes to Manual. Recommended changes with supporting rea
sons will be forwarded to the Director of Administrative Services, Head
quarters USAF, ATTENTION: Records Management Group, Washington 
26, D. C. . 

6. Distribution. Distribution of this manual is not restricted to the 
activities named or in the quantities indicated. Additional copies are avail

. -nil manuallupened.. AFM 181-1. I September 1953. 
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/ ~ 
able through publications distribution channels and may be requisitioned .,. Iby any element or activity of the Air Force having a legitimate need for 

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 manual contains no copyright material. 
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Chapter 1 

CURRENT RECORDS-CUSTODY AND 

RESPONSIBILITY 


1. 	 Why Records and Efficient Records to document the responsibilities of the offi-
Maintenance Practices are ces served; and those required in the per-
Necessary formance of their functions. Although offi-

Records play a vital role in the manage- ces of record have actual custody of records, 
ment and operation of Air Force activities. the records management officer and records 
They serve as the memory of the organiza- officers will exercise staff supervision to 
tion, a record of past events, and the basis insure proper records maintenance in ac

cordance with paragraph 3. 

• 
for future actions. Records maintained sys
tematically will be complete, easily access i- b. Role of the Office of RecQ1'd. Properly 
ble, and properly arranged to serve their established offices of record will place rec-
purpose at present, as well as requirements ords in the custody of the offices that have 
of the future. Eliminating duplicate and primary interest in the subject matter docu
unnecessary records will reduce the expense mimted by the records, and the· primary 

1- of handling, and the cost and amount of need to use the files. Consequently, the 
supplies, equipment, and office space to functions and responsibilities of the office 
maintain them. Locating records properly served by the office of record are segre
within the organization is most important gated and completely documented. For ex-
to allow full utilization and to eliminate du- ample: an office of record responsible for 
plication of current records. some specific aspect of "Military Personnel 

~ 	 Administration," such as uPersonnel Serv-
I. @Where Records Will Be Located ices," will have in its custody all the docu

'-J ments and records pertaining to that func. v Current records will be maintained by
>X h 	 tion. Such an office has expert knowledge
\' t ose elements designated by the organiza

tion commander as offices 0/ recQ1'd. and an intimate view of its functions and 
a. Office 0/ RecQ1·d. Commanders will es- responsibilities, and can best determine 

tablish offices of record at organizational documentation and reference requirements. 
levels where effective documentation of as- The files thus organized and maintained will 
signed functions and responsibilities can be serve the needs of the office most effectively, 
assured. Records will be sufficiently acces- and the segregation of permanent records 
sible to the using activities to preclude the from temporary and transitory documents 

will be easier. maintenance of duplicate files. The office 

of record will be assigned responsibility for \ c. Dete"mining Fact01'S /01' Locating Offi

the custo~ and31aintenance of the_..!£.':.~a- ~~ ces 0/ Rec01'd: 

nent and t~.I1QJ:i!,IiY_c~l).~rds_ ~f 'the ~ 0)) The maintenance of duplicate rec

offic~..it ser,,~s. Records maintained· oy of- ~ ords¥onvenience files) by offices served by 

fices of 'record will be complete. They will offices of record is prohibited. ("Reading 


• 
include correspondence, .with related inclo- files" as described in AFM 181-5 are a sepa
sures, and records of other series required rate series of records and are not considered , 
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duplicate "correspondence files,") Locate the records custodians and records clerks in 

office of record so that the need for dupli carrying out the provisions of this manual. 

cate files by the offices served thereby is He will be responsible for insuring that rec

eliminated, ords custodians receive adequate indoctrina


(2) Locate the offices of record at the tion and that records clerks receive adequate 

point of greatest activity for convenience of training. He will make periodic staff visits 

the users, If the records of an organizational to offices of record under his jurisdiction to 

element are normally used only by that ele insure that all records are properly identified 

ment; it should be designated as the office of on AF Form 80, "Files Maintenance and 

record, Disposition Plan," and that correct disposi


(3) Avoid centralizing the records of tion instructions are prescribed on AF Form 

activities unrelated by organization in one 82, "Files Disposition Control Label." (See 

office of record. The maintenance of rec paragraph 19b, c, and d.) He will also 


, ords by the activity primarily concerned review all requests for filing equipment to .. 
with the subject matter makes files more insure full utilization in compliance with 

useful, improves documentation of func para,graph 34.,." flC r ~ I


(i).<uol.ut-....... , "' tions, and facilitates disposition of the rec c. Records Custodians are officials admin
ords. istratively responsible for an organizational 


element which has been designated as an 

*3. Duties and Responsibilities "office of record." They also are responsible 


a, Reco"ds Management Ojfice,'s appointed for the maintenance and disposition of the 

records and for the proper use of filing equip
in accordance with paragraph 5a, AFR 


181-1; 2 October 1953, will: ment l'n th~ir .custody. I

,/ "'lIJ.J~ '"c>-r

(1) Exercise staff supervision over the d. Recm'ds Cle"ks are individuals who 

program to insure that the policies and have been assigned the duty of maintaining 

procedures prescribed in this manuai are and servicing the files in an office of record. 

being complied with throughout the com- To do this job effectively, the records clerk 
 •mand, and that corrective action is taken must: 

when required. (1) Know the functions of the office for 


(2) Indoctrinate and train records offi- which the records are maintained. 

cers in the application of current records (2) Know what purpose the records are 

maintenance procedures. to serve and adjust the filing practices ac

(3) Coordinate and adjust records cordingly, so that accurate and efficient re-

maintenance practices to insure adequate ference service can be furnished the users 

documentation and to facilitate the disposi- of the file. 

tion of records. (3) Know and apply the records main

(4) Insure the full utilization of equip- tenance and disposition procedures applicable 

ment and space for the purpose of keeping \ to the records he inaintains. 

records, t. ((4j') Consult with the records custodian 


b. Rec01'ds Ojfice,'s appointed in accord- 0 and~en necessary, with the records officer 

ance with paragraph 5b, AFR 181-1, 2~ regarding problems affecting the mainte

October 1953, are responsible for monitoring . nance and disposition of records. 

the program at their headquarters and its (5) Always maintain a neat and orderly 

constituent elements. SpecificaJly, the rec- file. 

ords officer will serve as a consulta'nt to (6) Prepare AF Forms 80 and 82. 


• 2 
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Chapter 2 

BASIC FILING ARRANGEMENTS 


JIf\ &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 
I 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 

aseparate 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. 

c. Physical Nature. Non-standard size 
records as card files, large maps and charts, 
rolls of film,' tape recordings, etc, because 
of their size and shat)e will }lreclude their 
combination with5r~'mo~ds. Accord
ingly, they are segregated and filed sepa
rately from paper records. 
@ Ultimate Disposition. Unless it would 

impair reference, records with different re
tention periods shoufdhe flied as separate 
series of records to eliminate screening, and 

\ facilitate disposition. ' 

",I( @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 ot,separate indexing systemS;whenever 
possible. A system for the subjective ar
rangement of corresponcience 7iles 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 basic sequence methods 
for the arrangement of records specified be
low should be selected: 

Numerical 
Chronological, 

G.ographical 

Organizational 
,Alphabetical 

Whenever one basic sequence method is 
,used for the primary arrangement, one or 
m,()re, 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. Subiect ,Arrangement 

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

3 
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theri by related subjects within each topic. 
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~reprodu·ced . 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 consequ~nce 

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 C1assi

, 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
::::J: priate for maintenance as a part of the 
;~:: correspondence file are cited below. They 
~. are more effectively maintained as separate 
~;;:: ,se~iof records. 
· .,,'" J' 
::~:~ l' I.\. Re~ord sets and reference co))ec
::,:;:: ~ tions of publications which are arranged by 

::::~., type of publication and chronologically 

.l::i and/or numerically under those types. 

~i:~: .(;. (2) pOllt!,ol type records, such as in

:~;::: dex Cards, locator cards, mail control rec

:",:. ords, document receipts, etc. 

j::k .' .~8 ~ Records with a short retention 

:~.; ~ time, such as locator files of messages, filed
.:i,' \\ by "cite" number and/or geographical loca

i:[:~ tion, and transit?ry and reading files ar

I:~~ '. ranlted chronolOgIcally. 

I:I~:. J'(.45 Case files, such as civilian and 

'I':~:' military individual personnel records, and 

::1l claima and contract case files. 

· " :'~::' ctiJ Specific series of records for which 
::. a separate directive prescribes for their 

maintenance such as numerical and func
)': ; tional forma files, bills of lading files, sup
: ;::;: ply records, etc. 
:::",:, ,..(6) RCSReports. 
i:~l," (,),(g){3)~Hd1"'1 

f::·(-"I"Yf'f.r.':~ I 

~ 
ie· , 
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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, wjth the exception 
of· subject codes, numbers should not be as.. 
signed documents for the sole purpose 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 \ 
L75-199 
150"174 
125-149 
100-124 

100 \. 
75-99 
50-74 
25-49· 

0-24-

v o. 

Figure I. Conventional Numerical Arrangement (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 
system 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: 

Consecuti"6 TennitlCll Digit 
12 34 66 12 34 56 
t_,-___JPrimary Group______ t 


t ____Secondary Group ____ t 

.t__Tertiary Group__t 


• 


• ~ 




--

". 
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Under 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 Primary only Primary and Secondary 

32200 322 00 97 13 00 
866348 9718 00 8 22 00 
468648 6163 02 61 53 02 
615302 3653 48 45 36 48 
971300 4536 48 36 63 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. Chronological 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 

20..!.. 	 , '\ 19 , 
, , 

r , 13 , 
r , I12 

, , 
r 	 , " , "" 

10 \.? 	 , 

10 

,09 
r , 08 , 
r 	 , 07 0 , os 0 

0 o. 0 , , o. 0 , 03 , 
0 02 , 
, 01 , 

r 0 00 

'/ 00' ~/~ 
~OCl( 
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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 a 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 
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 
grouping of documents by the name of the 
pertinent organization is of primary im
portance in referencing records. Organiza

,360102 
,220102 
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/. 

/ 01 

116 01 02 
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.870002 
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Figure 2. Terminal Digit Numerical Arrangement (Par 7b) 

2•• Using Primary Groups Only 2b. Usin9 Primary and S.8condary Groups 
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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 

DECEMBER 

MARCH 

Figure 3. Chronological Arrangement 
(Par 8) 

CALIFORN1A 

, Williams AF Bose 

luke AF Bose 
_____..:..' Oovis-Monthon AF 

~ Bose 

I MOltwell AF Bose 
I Gunter AF Bose 

I Gadsden AF Slation I 

_----.:.1 Craig AF Bose 

RIUte 4. 6eogr.phicel Atran98ment by Stolt. 
(Par 9) 
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ignations are filed in the same group, the 
names will be filed in front of the numbers. 
(See Figure 5.) 

FEAFI. " I 14th Air force , 
tOth Air Force , 

,4th Air Force , 
, 1st Air Force , 
I AvioliOtl Engt. Force 

CONAC! "\ 
, 

, Weslern AD Force , 
1 Eastern AD Force , " 
I CentrC!1 ~D Force 

~ 

AOe:,V 
, 

/ ~ 
~--J 

-
Figure 5. Organtzational Arrangement 


(Par 10) 


II. 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 alphabetical 
filing arrangements. 

12. Case Filing 

This method of filing is the grouping of 
documents that pertain toa particular per: 
son: place; or thing. 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 
documeI\ts. CQlI~~~d - on separate transac
tions, all of which pertain to a general sub
ject; while the individual documents in the 
case file pertain to a specific subject; such aa aparticular person, place, or thing. Case 
files are also distinguished from subject files 

~.I 
,. 
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Figure 6. Alphabetical Arrangement 
(P., II I 

60. Consolidated and Individual Files 6b. Individual Files 

in that subject files are terminated annually 
while the termination of a case file is con
tingent upon imevent, such as final pay
ment of a contract, completion of a project, 
termination of employment, etc, For these 
reasons, case files are generally filed liS a 
separate series of'records urider any of the 
arrangements mentionea above as may be 
appropriate, Rowe'Jep, small g:Feulls ef-ea 
files may be maintained in the corr nd
ence file as a subdivision of the eral sub
,ject. For example, the ge al subject of 
microfilming may ~s bdivided by case 
files, each file pez;.taining to, a specific micro
filming projfteC" In this case, the general 
8ubjec~}der would be cut off annually but 
the~e__files would be brought forward to 
~ current yeaT's file until the particumr

pm,jQst '....II!!=G01nll1et-ed. 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 Hq,,- ::::
USAF. Approval will be requested from the t, :;:l: 
Director of Administrative Services, Head-., :!I 
quarters USAF, ATTE~N: -Records, ::" .Management Group, (AF- , giving II' ::ii 
description of the system to be used, the ::~ 
name of the manufacturer and the records ::~' 
to be maintained thereby. :;: ..

>.' 
:::.r 

~~'I::.~. " 
:~:. 
....:it; 
::~~ 

:1 
":.' 
.0,..0

;i 
7 	 ..~~r. 
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Chapter 3 

THE AIR FORCE SYSTEM FOR THE ARRANGEMENT 
OF "R£eeR-DS BY SUBJECT 

cote/(CSI'(JNVP;'cF 

14. 	What This Chapter Contains 
This chapter contains a description of the 

Air Force Subjective Classification System 
for the arrangement of correspondence by 
subject. The classification system, consist
ing of a master classification outline of Air 
Force subject matter and a relative index 
thereto, will be found in Appendix A. 
I 

15. 	The Air Force Subjective Classification 
System 

a. Introductwn. It has been said that: 
"the best system' ever devised is only as 
good as the persons that use it." This means, 
of course, that in order for a "system" to 
accomplish the purposes for which it is de
~igned, the persons that use it must under
~tand thoroughly what it was designed to do 

! 

! 

.' and how to apply it. The Air Force Subjec
, tive Classification System has been designed 

to: 
(1) Arrange and group correspondence 

,and 	related documents by the Air Force 
function to which their subject pertains; 

(2) Provide subject arrangement of 
corre~pondence and related documents so 
that they can be filed and found quickly and 
easily; and 

(3) Enable Air Force activities to 
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 
subject matter of documents by the function 
to which they pertain it can be described as 
a "functional classification system." With 
that idea in mind, all of the functions per

8 

formed by Air 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. 
'rhe additi9n of other major_.sl!~~i!~dca.te
gory titles is not authorized. The meaning 
and scope of each major subjective category 
is explained in Appendix A. 

c. 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 Force 
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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• 
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http:major_.sl!~~i!~dca.te


• 


• 


30 August 1961 

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
cificaJly 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 p"imary 
function of the activities served by an office 
of record. It must be noted that the titles 
t:ep.resented as sulmtvl"si~ns - are ,sul>:feets
and do not indicatTflitt'tlit! I eCOi'i~tltseJf 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 the Subjects in the 
Master Outline. 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. It 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, eIV 
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 
Primary 

elV 
. elv 1 

Secondary elY 1-1 
Tertiary CIY 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 ~i 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 2-8 which indicates that this subject 
is related to MIL 2, "Assignment of Military 
Personnel." Note that the index also in

, 
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cludes titles and terms synonomous with after initial compilation of the file outline. 
subjects listed in the Master Outline. It merely assign the next number in sequence. 
is not necessary to compile a separate rela MIL 1 Assignment and Reassignment •
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 fmpha
sized that the numerous 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 CO""espondence 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 19c. Do not prepare 
a sepamte general correspondence "file out
line." 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 
specifically 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 19c.) 

(1) In preparing the file outline, select 
the maim' 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 volume of corre
spondence. 

(2) In numbering the primary, sec
ondary, and further subdivisions, do not use 
the numbers in the master outline, but as
sign your oWIi 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
ISTRA TION, is used. If subjects are added 

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 subdivi~ion 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 used 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, 8" £8 segre 
.gate records that have diKeIent retennon c.. 
peFisas;-'" 

(b) Do not use a subdivision merely 
because a few pieces of paper are accumu
lated on a specific subject, or anticipate the 
lise of subdivisions, unless experience indi
cates their need. 
Example A illustrates further an elaborate 
subdivision that qlay be consolidated to pro
vide adequate subject coverage, and yet will 
result in making and searching fewer fold
ers. (See example B.) 
Example A: 

ME'D 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 
4~1-2 Leave 
4-3-1-3 Transfer 

• 
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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 
su bdivision 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

• 

.lapepus" ,wiII 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 
subjects 4-1 thru 4-3, would be classified 
underMED 4. Similarly, a letter pertaining 
to Patient Management, but not specifically 
to the subdivisions thereof, would be classi
fied MED 4-3. 
, {M'~tAl"'(.. 	 . c- 6 .k sallY of AF Form 80, "Files 

cc,iIfMain enance and Disposition Plan,"~ 	 ~-
~ 	 .iAg wpepl!lea J "IMls will be maintained in 

~nt of the C'U1'1'~1Jt fJ8i'i89 eel. "en r; fw!iQSUe 
files .. It is not' necessai:y to reti':; 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. ~ . 
Outlines" superseded by the syste 
in paragraph 19b wil ·m ained and re-

V 	 tired wit eneral correspondence ac
e Fthissys-tem,.)

(1) IIc ~1""/ 
~J!( I @Classifying Correspondence

0(, 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 
determi ned, 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 ,d 
research and development on the item. Like
wise, reports, if not filed as a separate series 
of records, should he tiled tyflie"'siitijecCor 
thereport. •Por example, Aecords Manage
ment Reports are filed under MGT 1, Docu
mentation and Records Management, and not 
und"r MGT 10. 

~. 	 11 
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DEPARTMENT OF THE AIR FORCE 
HEADQUARTERS UNITED STATES AIR FORc:E 

WASHINGTON 25, D.C. 

REPI.V TO 
AlTNOP. AFCss-cp-4 

GU~, Suggestion No. 1234 - Preparation of' Correspondence 1 JUN 19B' 

ro, DQ USAF (AFCAS-8) 

l. Xxxxx . xxxxxxx :xxx x ltXXX xxxxxx xxxx lOCXXX xxxxxxx xxxx xx 


xxxxx xxxxxxx. 


2. XXyyXXXXX, XXlCXXX xx xxx xxxxx xxxxx xxxxxxxx xxxxxx xxxx xxx 


JC<XXXX. 

xxxxxxxxxxxxxxxx 

Xxxxxxxxx 
XxxxxXXXXXXXXXXXxxxxxxx 
Xxxxxxxxxxxxxxxx~XXxXXxxx 

• 

Figure 7. File and Cross_Reference Designation (Par. 16) 
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b. Correspondence accumulated in the 
performance of the primary mission or 

:': 	c;. functions of tfl2 F ! i I ,,8~ I!:l the offic.e 
. of record, as opposed to those documents ac

~-'. cumulated in the interna1 administration of 
the office, wiII be classified under the major 
subjective category or subdivision thereof 
that represents each such subject. (See Fig
ure 9.) 

c. Correspondence accumulated in the 
:),: performance of the internal administration 
," C of ti e $ £81 $ cd b.l the office of record 
,'. wiII be classified under the major subjective 

category OFFICE ADMINISTRATION, or 
:; appropriate subdivision thereof. 
." :.\ d. Correspondence, whether tileY concerns 
:. 	 ~,.umission functions" 01' Hoffice administra.. 
'!'. ~ tion" that are "transitory" in nature will be 
;;< ,classified and filed as transitory material as 
,. explained in paragraph 19c. 

,. 17. 	Cross-Referencing 

DD Form 334, illustrated in Figure 8, is 
placed in the files as a finding aid when 
reference is made to the actual document in 
more than one way. A copy or copies are 

20 February 1958 

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-Referencing. 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 othcr 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 Figurc 7. 

b. Name Cross-Referencing. Air Force • 

INTERNAL OFFICE ADMINISTRATION 

CORRESPONDENCE (PAR 16e) 


Fi9ure 9. Example of Mission and Office AdmInistration Correspondence File (Pars 16 b and c) 

• 
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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 drawer of 
the files to which it relates. 

c. 'Continuity C,·oss-Refe,·encing. 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 ,iollowing 
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. Pre par a t ion 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, insert "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) F,·om. Indicate document origi
nator. 

(5) Summa,'y. 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 
3.14. I:f 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 L 
extra copy as illustrated in figure 7. Circle ,1 

file designation to indicate where the extra 
copy is to' be filed as a cross-reference. t 

(2) When Fast Copies Are Used. Mark, l 
the record copy (as illustrated in figure 7) 
before making fast copies of it. Circle file 
designation, on the copy, to indicate where r 
it will be filed as a cross-reference. t" 

(3) Continuity Cross-Reference. When 
using extra or fast copies for continuity I 

cross-reference, write (in parentheses) t,he,' ,~ 
new date under which the document is filed • 
(as described in subparagraph e(6) abo.:;:!~:}:."

1711 
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Chapter 4 

FILES PROCEDURES 

18. What This Chapter Contains 

This chapter contains instructions for: 

a. Filing to facilitate disposition of 
records. 

b. Maintaining classified records. 

c. 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. 

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

19. Adaptation of Filing Procedures 
:, To Facilitate Disposition of 
r Records 
t *a. General Policy. Planning for records

1maintenance 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, 

16 

"Files Maintenance and Disposition Plan," 
and "Files Disposition Control Label," are 
the 2 basic elements of this system. These 
forms (described in c and d below) replace 
AF Forms 296 and 296a, "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 Disposition Plan: 

(1) Purpose. AF Form 80, "Files 
Maintenance and Disposition Plan," will be 
prepared by each office of record (see figure 
lOa). 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 dupli
cate) as follows: 

(a) Column 5A. 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 181-5, 
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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SEPARATE SERIES 

GENERAL CORRESPONDENCE 
FILES (MISSION) 

GENE RAL CORRESPOND£ NeE 

Figure 10. Fi'le Drawer Illustrating Placement of AF Forms 82 

FILES MAINTENANCE AND DISPOSITION PLAN I··~':'-Bt 101';'1 

I, 0I01a W'IoQlOO 0fI1a Of 1iKCC>0l1lNl'l """"""""" 1._~l1r_"_"""1 
Oft1ee or Safety John Janel 

J. ""'P _ ...~ >OSmoN ,.fU! Of tKoo.oi Cll$TQOO'" •• l",",-fUII! QI' <;II$TQOW< 

Richard Roe Assistant Dil'eo:.tor of Satety•. 'ttli PlAN 
U..o_I_, -~- Tml(lf: ~_ Of lII!eo~$I.'U OfOfACMHi!lfl ~..~mt~~ !~1:""f.ZlJ.. ~~,7,wu,· ~';"j••rr.:='!f!;!::~;. . ,---_.- ._-_._. ---.~-------.--------

1 FILES MI\lfi'rJiHAHCE AND DISPOSl'l'ION I'l.AN (AI" FOJlM 80 Fr:)ot of' Files 16030Ja 

2 ROU'l'INE 1'RANSl'l'OlIl' RECORDS Chronolo81eal 050102 

3 GEIl!RAL CO~CE FILES (otnee A4m1n) I"'b,.ot... 05010la(2) 
ADM OFFICE Amal'fIS'l!RM'lON 

1 Adm.1nllltrat1on of Of'f'ice Personnel 
2 Bwlget1Dg 

I,"b,.ot'"• GENERAL CORRESl'CHIDENCE FILES (Mission) 050lOla(1) 
INV IIIVml'IGATIONS AND lNSFrel'IONS 

1 Satety Programsl-l n1abt Safety 

l-nOl"'OOl 
1-2 GrouDd Satety 

5 GROUND ACCIDmT SUMMARIES 120310 

6 0R0UlID ~ RKPORl'S IChronological 120312 

7 AIRCRAFr ACCIDM AND/OR INCIDmfT flEPORl'S I Alpl)e.betlcal 120311 , 
..-------L-- -------.J..~- ~ -

Figure 100. Files Maintenance and Disposition Plan (Policy Making Office). 
17 
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sion" and Hoffice administration" portions 
of the file as separate items (see figure lOa). 
Then list specific subjects making up each 
portion of the file (see paragraph 15g and 
figure lOa). On the form, list records series 
in the sequence that best suits the needs' of 
the using office. 

(c) Column 5C. Self-explanatory. 
(d) Column 5D. Enter paragraph 

and subparagraph numbers of AFM 181-5 
prescribing disposition of the records. 'If·-. 
a paragraph covering disposition of thid'lles>, 
cannot be found, enter "None," and, advise .: 
the records officer.' - . 

(3) Distribution. AF Form 80 origirfai. 
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 is 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. 

*(5) 	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 80 
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 Label" (see figure lOb), 
is printed on special pape'tst.Qqk which ad
h~res to file guide .cards AWhen moistened 
WIth water. Affix thIS forM to tabs (if gUIde 
cards pre~eding 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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• GPO, II.. Of'-UOIU 

1. nnE Oft DESCRIPTION Of RECORDS SiRlES 

3. 	 GENERAL CORRESl'ONDENCE 
FILES (Office Admin
istration) 

, P-G"05oio};r2~1-S 
,3. CUr-CIff INSTRUCTIONS 

31 December 
•. D1SPOS,!~ INSTRIJc:rIONS -
t"

,Destroy a:t'ter 1 year." 
'- ' . .. ---. 

FILES DISPOSITION CONTROL LABEL 
fORM REPLAces Af 'ORMS 296, JAN 51 AND 296.4., AF A<.<g61 82 JUL 54 WHICH MAY If USED UNTIL I JA.N 63. 

Figure lOb. Fi"es Disposition Control Label. 

181-5 cited on the related AF Form 80). 
These guide cards and labels are "disposi
tion guide cards," as distinguished from •"locator guide cards" described in paragraph 
25. Do not use both "loc~oLand"::disposi
\ion" guide cards in front of a records 
series because the disposition uide cart! 
II so serves as a loca I' guide card. 

*(2) 	Use: 
(a) Placement of Disposition Guide 

Cards: 
1. Use a first (left) position dis

position guide card to identify files to be 
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,etc.). 

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

Iii ortant that all records following a 
guide card have t e same re entlOn pimo . 
These cards will remain with cut-off files 
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• as long as they are retained in the current period, and, can be held in available space 
files area. (See figure 10 for examples.) and equipment in office of record until eli

(b) Replacement or Reuse of Cards: gible for destruction, enter the word "De
l M k ts f d d d str9Y". follQw~1 by the retention period (e.g., 

. a e new s.e 0 car s as nee e. ~Destroy'-6-months' after cut-off).
for current accumulations of each records '. . If-h.---~- ..-, .... 
series. 	 2. t e serIes IS 'permanent," or, 

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

(c) 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, affix 
the label to the container housing therec: 
ords.. When the serIes of records iSfioused 
in more than one container, affix the label 
to the first container. '. 

• 

2. Do' not prepare AF Forms 82 
fpr records maintained for a period of time 
!l)lt 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)*(a) 

Preparation: 
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 tiles. . 

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

*(c) Item 3 (Cut-off Instructions). 
Indicate day and mO)lth (omit year to per
mit reuse of disposition guide card) or event 
when records will be cut-o/f as prescribed 
in paragraph 29, AFM 181-4. 

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

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 years 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." 

3. 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-mission" 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 "Managerial" Corre
spondence. Correspondence 'files at these 
levels documenting Air Force or command
wide policy makillg,JlrQgrl!.m_ monitoring, 

• 	
1. If series has a short retention and implementation of pol0ies from Iligher 
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authority, are permanent records as provided 
in paragraph 050101a(1), 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) 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. 

24 February 1964 

(c) Non-mission Correspondence. i •. 
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) AU 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. 

. (3) Correspondence Filed With Other 
Records Series. Correspondence relating to 
forms or other documents filed as separate. 

20 • 
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series of records should be filed with such ,control schedules, office policy memo 
documents, For example, correspondence dums, etc., can be filed in the correspo ence 
that relates to a specific bill of lading should file but "flagged" to indicate that y must 
be filed with the bill of lading. If this is be broughtforward into the cur nt file each 
done, the correspondence can be disposed of year. 
without screening at the same time the bill I@ Records wI~thention periods of I' 

of lading is disposed of. 	 ~;.f'11 years or less may b maintained as a part 
f. Tmnsito1"Y Rec01'ds: 	 ~£, 

(1) Offi '11 II I te 
ces, WI genera y accumu a 

corresponde~ce and other documen~s that 
are ?f translt?ry valu~ only. ~hey Include 
ongInal 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-

pose~o. 
\ 2) Transitory, records that have 

I Itl serve their purpose should be destroyed 
\,~ 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. 

instances, an office will accumulate 
collections of records that are id ified as 
separate series of records i FM 181-5. 
To overcome the proble of different re
tention periods, it is s gested that the fol
lowing action be en unless reference to 
the records wo be impaired: 

(1) Fil in the transitory file those 
record . ible for disposal within 90 days. 

of correspondence".A\ es which are disposable 
after I years amf destroyed when the latter 
files beeomeA!ligible for destruction. 

(4) Recor'ds disposable in 1 year or 
less ~d be maintained on a calendar or 
fi al year basis and destroyed 1 year after 

~..rl ' 
rL-*@' Policy or Precedence Files ,;

These files consist Of(§xtra CQ?¥2's of se-" 
lected documents that 'reflect polICies, pre
cedents, . procedures, and instructions that 
govern the performance of the mission and 
the operation oLthe office.") 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 cu'rrent basis as it 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 Ii. continuing basis 
by replacing superseded gocl,1ments, remov
ing obsolete documents, and adding new 
documents. ' 

*20. 	Filing Security-Classified 

Records 


Handle cl4ssified files in acco1"dance with 
AFR 205-1;(P':'~ 3-10), .;:"'~. 

File classified records separately, except e- " 
when it is necessary to maintain the ~e<- ' 
tieR Q.IG- continuity of a particular transac
tion or event, or the volume of unclassified 
material is too small to justify setting up 
separate files. 1m cbZZSD?t 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 

• 
\ ( Reoords that are disposable con- containing unclassified: 'material. Folde1's 

-S;ftingent upon 'supersession or obsolescence containing classified material must be filed 
~l. ~hcept publicatioHs); ,far example, lec6r:~s in cabinets of the type auth01-ized for each 

20.1 
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classification. If folders containing classi *22. Assembling Correspondence for 
fied material are to be filed with unclassified Filing '.
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 cabinet 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 
addi,tional 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 classifiell 
information on the 'cross-reference sheets 
that are to be filed in an unclassified file. 

21. 	 PrepClrCltion 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 

i
., written on them as illustrated in figure 7. 

r\ 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. 
\ b. 	 Remove rubber bands; paper clips, pins I and other temporary fasteners. 

t; @Determine that the file is complete and 
..f!.. all inclosures are retained, or are accounted 
,~- £.or. 

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. 

Arrange file copies of correspondence in 
the 3equence described below. This arrange
ment is identical to the arrangement pre
scribed for dispatch of correspondence in 
AFM 10-1. 

a. Lette?' With No Indorsement (See 
Figu1'e 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. Lette1' With Indo1'se?nents (See Figm'e 
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 
sequence. 

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

(2) Arrange the pages as follows: 

BASIC 	LETTER 

r- 

r 

, 

FIRST PAGE 

SECOND PAGE 

INCLOSURES IN NUMERICAL SEQUENCE 

Figure 11. How To Assemble Basi~ Letter and Attat:h • 
ments with No Indorsement. for Filing (Par 22) • 20.2 
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• 

Figure 12. How To Assemble Basic LeHer With Attachments, Indorsement., and Related 

Material for Filing (Par. 22) 


20.3 

LAST IN DORSE M E NT (First Page on Top) 

LAST INDORSEMENT (Signature Page) 

BASIC COMMUNICATION (Page I) 

BASIC COMMUNICATION (Page 2) 

1st IN DORSE MENT (Pages 3and4) 

2nd, 3rd, etc, INDORSEMENTS 

(Pages continuing in Numerical Sequence I 

ATTACH ME NT I (Pages I, 2, etc,) 

ATTACHMENT 2 (Pages 1,2, elc.) 

" 
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(a) Arrange pages of latest indorse fasteners may be used for fastening· docu
ment in numerical sequence (on top of basic ments that make up a "case" file. For such 
letter) . cases, a short strip· of masking tape, pressure •

(b) Arrange pages of basic letter and sensitive adhesive tape, or other suitable 

all other indorsements in numerical sequence. material should be applied on top of the 


c. Filing Date. File correspondence ar metal fastener and affixed to the outside of 

ranged as prescribed in a and b ,above, by the file folder. (See figure 12a.) This tech

date of latest action. nique prevents tearing of folders in the file' 


drawers and materially prolongs the life of 
23. Connecting Related· Papers the folder. It also insures that the fastener, 


When papers to be filed refer to or are when open, will not become detached from 

concerned with previous documents relating the folder. Documents to be added to a case 

to the same transaction, the previous docu- file will be merely dropped in the case folder 

ments will be brought forward and combined until the case is withdrawn for reference. 

with the papers to be filed, if reference re- All accumulated documents can then be 

quirements justify such action. (See figure punched and fastened at one time. 

12.) A cross-reference sheet will be sub- ~ 

stituted for papers brought forward from (j~~' Preparation and Use of Guides 

one folder t~ another in the same m~nn~r ~ and Folders 

as provided In paragraph 17c, to maintain Sample file arrangements illustrating the 

continuity. use of guides and folders ina correspondence 


y)\ v1:";.) file are shown in figures 13 and 14. Sug
l' ~ Fastening Practices gested arrangements of guides and folders 

~ Papers relating to the same action, such for other than subject files are illustrated 

:)l! as the basic letter with indorsements and in chapter 2. Disposition Guide Cards used 
'\ attachments, will be stapled together in the to identify separate series of records and 

upper left corner. The stapled documents which tell how the records that make up the •will then be filed loosely in each folder. series are disposed of are discussed in para-

Documents in a subject file will not be . graph 19d. Alphabetical subdivisions listed 

fastened with prong fasteners. Prong in appendix B may be utilized for alpha

-
.... -
LF-- QlMASKING TAPE J..-_ ..--~ 

-.. -l-
PRONG FASTE N E R 

, -

Figure 12a. Use of Masking Tape on PronB Faltenerl 

20.~ • 
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betical file guides. The standard guides, ~& ~he major subjective code and ti,tle. 
" folders, and the lable prescribed for Air i.e.,~=-ADMINISTRATIVE MANAGE

Force use are listed in chapter 5. Specific MENT, is to be typed or printed on a 
instructions for the use of guides and folders 
in the general correspondence file are pre
scribed below: 

\ a.~ides:
;'I" (1 File gUides serve as signposts to 

,"0' lead e searcher to specific portions of the 
l' 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 guidilig procedure and the use 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. 

(c) 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 

~ 


standard label. Attach this label to the guide 
tab. For sufidivisions, type the major sub
jective code and the title of the subdivi
sions; i.e., MGT 1-DOCUMENTATION 
AND RECORDS MANAGEMENT. 

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

.COM, FIN, etc. 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 F /,d 
j ~ ers: 

lY't'~' Use file .folders to group related 

S~ @ Place folders behind related 

reco'rifs" together. Identify the folders by 
file symbol, coniplet~ sullject title, and year; 
e.g.; MGT '1-DOCUMEN'rATION 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 related guide. Typ-' 
in~ the information on the label is preferred, 

best possible reference, considering the com- ~v guides. File papers within the folder so 
plexity of the file. As a general rule, in add i
tion to the' guide used to introduce _each 
major subjective category, aguide wilJPre::' 

'"'Cede the firs~ folder of each group of sub-
I • jective subdivisions. as illustrated by 'figure 

,14.'I 
I 
I 

r 

~ 
I 

I 


that th atest date will always be at the 
front. Do not overload fol ers. When the 

'volume of records reaches about %. 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 - TroiNft!) 	 1951 I 

..-0 

TNG· TRAINING ~ 	 \ 
1/ SEC - Stcurit, 1957 : 	 '\ 

..
SEC - SECURITYV 	 '\ 

V PUB-P\lblishing and Publications 1957 • 	 '\ 
---~ 

PUB-PUBliSHING AND PUBLICATIONS V 	 '\ 
, 

: MIL 8 Separation " 1957 ,, '\ 
, 
0 

Mll7 Promotion -Demotion 1957 	 ,0 '\ . 
0 

MIL 6 PerSlIII1I8I Services 1951 	 0, '\ 
, MIL :5 PerfOl'IIIOIICe 1957 ,, '\ 
,, MIL 4 Po~ ood AllOWances 1957 	 ,, 
, ,, MIL 3 Di$(.iplin,-Conduc::t 1951 , 
,, MIL 2 Assignmor"-~'Qui'il~nl 1957 	 0 

0 

: Mil I Abnnee 1957 , ~./ 	 , , 
.,MIL! ABSENC\? .', 

"../ / 	 '\ 
MIL - MilitoI', PerSlIIIM1 Adrninisirolillll, 1957 : ..:: 
MIL - MILITARY ,PERSONNEl ADMINISTRATION .. / 	 '\ 
MGT - Administrative MtIl1Qgemenl 1957 I 	 '\ 

..-, 
MGT - ADMINISTRA"PVE MANAGEMENT ~ 	 '\ 

/ lEG -legol Administration 1957 I 	 '\ 
- LEGAL ADMINISTRATIONv:. LEG 	 "\ 

0 

re ,. IN'I-ln~esli"Qlions Gnd Inspection 1957 ,, 	 '\ 
..

INII -INVESTIGATIONS AND INSPECTIONv:. 	 '\ 
A~-Offite Ad~ini'tt~lion( ) 1957 : 	 '\ 

, 1O._J 
AOM-OffICE ADMINISTRATION h-----

-.., -~ - . "- , 

) 

\ 
.V 

, 

FIRST POSITION SECONO POSITION rHIRD POSITION 
(ADD FURTHER SUBDIVISIONS IN THIRD 
POSITION) 

Figure 13. Subject File Arrangement showing Guides end Folders with only major Subjective 
Categories in the First Position (Par 251 

folder; e.g., 1 Jan--SO 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, de~ I ' 

and so forth, if practi~1. (See also par (I (!JiI Labeling Cabinets 

15d (3) .) " 	 Label each unclassified file drawer to iden • 

•",v I @ PositiO'TUl of Guides and Folders. Posi· tify the contents adequately. Label cabinets 
i/-c. ~~ I tions of guides and folders should be con· containing ciD.s8ified material in accordance 
I' sistent throughout the file. Figures 13 and with AFR 205-1, and the implementing 8e- i.-: 

14 illustrate consistent arrangement of curity directives e'$~lee apti'llitll' \"':'r. 	 ~/~ , ___.- ,...c:«.?''*',1U,:t;: , '., 

~ tf,..iJ(. ...../i ••d, .. ~~ 
, - (/ T 21 •.

l' .\ 

....'" :: .. 
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, Po. Ie-d (3), 
TRS 4 Military Trcn~pcrl Jon·Jun ISS7 , ,L 	 '\ 
TRS 4 r.Wilory Ttonsporl Jut -Dec 1957/' !J 	 '\-7 	 , •HIS 3 Customs Entry IS:;7 

---	 ---' 

If TRS 3 CU:3TOMS ENTRY '\ , 	 ,,/ 	 TRS 2-6 Pcssenger 1951• ,• 	 '\ 
• TRS 2-5 Mili/ory ImpeC:i:Tterllia 1957 , 

/ 
• 	

\ 
,V~ : TRS 2-4 Loss and Damages 1957 	 '\ 

TRS 2-4 LOSS AND DAMAGES 

TRS 2-3-4 Wal,. ,<)13'1'
• 

TRS 2- 3- 4 Roil 1!'I57i/ 	 • 
TRS 2-3-? Molor Corrie. 1957'I 	 • 

/ 
, 
• 	

~ 
I;' 	 F~S 2-3-1 Air ,957 

TRS 2-3-1. AIR 

• TRS 2-3 Freight 19!)7 ;
• 	 '\ 
• lRS 2-2 Corrier Representation liS? ••
• TRS 2-1 Carrier ,Agreements 1957 • 

/ 	 \ 
'\ 

TRS 2-'~ CARRIER AGREE':1ENTS 

TRS 2: Comr>lorciol 1957 • 

TRS I 809'.10'.10 (lAd Trophin 1957 · • 

TRS I eA~GAGE AND TROPHIES/ 

-	

'\" 
'"R$-T,arnpotletion 1957 

/ 

HIS- :"RANSPORTATIC,," 
 ,\J• 

TNG-TroininQ 	 1957 ___ oJ• 

TIIIG-TRAINING


/ 	 '\ 
SEC-Secu(ity 	 1957

\J 	 '\ 

7 SEC-SECURITY 

t.:G r- Admini~trolive Mor.Olicment 1957 , • 
j t.1Gi-AC~ltJISTRAnVE MANAGEtI.;NT ,\J 

-
I"OM-Off,ee AqmiM'.IrQ.lion .. 1957 ,

:...-,--1 	 '\ 

'/ At,M-OFFICE AOM!NiSl:RATlON 

, 

FIRST POSITION SECOND POSITION THIRD POSITION 

Figure 14. Subject File Arrangement showin9 Guides and Folders with major Subjective Cate90ries 
and Primary Subdivisions in the First Position (Par 25) 

a. Methods: 

Sorting is 	 the procedure for arranging (1) Subjective files should be sorted 

and arranged first by major subjective cate


27. Sorting 

records in proper sequence to facilitate fil

ing. It also provides ready reference to the gories. Then sort each maj or category into 

records in the event they are needed prior 
 primary and secondary subdivisions as re

to actual filing in the appropriate folders. 
 quired. 

The extent to which records need be sorted (2) If the volume is small, alphabetical 

depends upon the volume and filing arrange files may be sorted by arrangjng the papers 

ment. 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 is small, numerical 
files may be sorted by the basic numbers 0 
thru 9, e.g., in groups 1-999, 1000, 2000, 
etc. If the volume is large, sort each group 
into hundreds, then each hundred group 
into tens, etc. Numerical labels on sort
ing equipment from 0 through 9 can be 
used to represent tens, hundreds, thousands, 
etc. 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 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. 

I = I 

IU bl 

Figure 16. Rack Sorter (Par 27) 

b. Eq'uipment: 

(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. 
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*28. _Use of Charge·Out Forms u.', 
... AF Form 614 and 614a, Charge Out 
Record, will be prepared and placed in the 
files as a substitute for papers or 5" x 8" 
cards borrowed for use by personnel both 

, outside ,and-w.ithin the immediate offic'0>f· 
~cord. 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 

6 October 1958 

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 Juiy 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 
basis, 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 certain event, such as 
separation of personnel, fihal 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 @'active file 
maintai~ed on an annual basis, or Iii irc~rd
ance with specific instructions contained in 
AFM 181-5 for certain series of records. • 

* u. $. GOVU!flIUIT 'RIHTlNG OFF)C!, un 
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• DEPARTMENT OF THE AIR FORCE 
WASHINGTON DC 20330 

~ .. --r' ....~---
. AFL 181-4 

AIR FORCE LETTER 
NO. 181-4 

SUBJECT: Conservation of Equipment and Space Occupied by Records 

TO: (Distribution: S) 

Expires 31 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 tbe pro
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
forniation 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 
Plan," and 82, "Files Disposition Control Label," 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 eligible 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, including top and bot
tom drawers. 

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

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, 
;. '}irescr-ibedin 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. ltequests 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. 

'c. Tile requisition and use of power files or other unconventional filing equipment solely 
,as a basis for ci!!!cumventing this moratorium is prohibited. 

d. All filing cabinets turned-in as a result of actions required by paragraph 4 and the of
, l'\ce 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 

11 Feb 65 

Aclvance copies to: 	 1001 AB Wg 

1100 Spt Gp 

USAF Hospital Andrews 

BEMO (Bolling AFB) 
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30. Objectives. A continuing objective of 
the records management program is to pro
vide for the proper, complete, and econom
ical use of filing supplies and equipment. 
The use of standard supplies and equipment, 
application of the utilization standard, pre
scribed in paragraph 33, 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, 
57112 inches high, 15 inches wide, 28 inches 
deep. '11/(; )'C: F'/yhi 'l7'" -·"It? (pC I,

'7/fo-'F' -1 :-"~ '- !i;)"~& - Wll; .'... 

b, Legal Size, 5 d;rawer, 1 drawer wide, 
57112 inches high, 18 inches wide, 28 inches 
deep. 71!,~ '~'':'-~/''I)-\lfc,,;,I(- 5:1.,,{) 

71( 0 - , l' - J', r.' - ,<,.,', ,CoO'" 50, • ~ 

32. Standard 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-

AFM 181-4D 

Chapter 5 

FILING SUPPLIES AND EQUIPMENT 

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 %, inch ex
pansion. (1:1i) M''''''~ NJ 

(b) Legal Size. Square cut, reinforced 
top, 11 point, scored for %, inch expansion. 

(2) Pressboard: /';' ,t,,, ,', (,~ I.;;? 

(a) Letter Size. Square cut, self tab, 
1 inch expansion. 7·/6 

(b) Legal Size. Square cut, self tab, 
1 inch expansion. "!'.. 

\ 


figure 17. Square Cut, Reinforced Top Folder CPar 32) 

b. Guides (see figure 18) : 
(1) Letter Size. One-third cut, self 

tab, pressboard, gray, 25 point, without 
lower projection. I, ',)'5

(2) Legal Size. One-third cut, self tab, 
pressboard, gray, 25 point, without lower 
projection. 3 ,C' D 

c. Labels. Gummed one side, blank, in 
fanfold strips, 3%," x 1Ya". 

25 



----

r' ,. 

Figure 18. One-Third Cut, Self-Tab Prellboarcl Guide 
(Par 32) 

'33' Utili:ration 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 / A-006, and the foIlowing criteria: , ,r" 

II I;' a.: Records maintained in filing equipment 
I " wiji be limited to current records. The ex-
i,t ception to this rule is that unused portions 
i '\ of steel filing cabinets and excess wooden file 
J cabinets may be used for the storage of ref


I !,~ erence sets of publications, forms, and office

i ~ supplies providing such usage does not re


quire procurement of additional filing
" l . t equipment. Such materials will otherwise be 

• maintained in supply cabinets, bookcases, or 
{ 	 on shelving, as appropriate. Store classified 

materials in filing cabinet8 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 

26 

AFM 181-4D 

d. 	Forms: 
(1) DD Form 334, "Cross Reference 

Sheet." 
(2) AF Form 614, "Charge Out Rec

ord." 
(3) AF Form 80, "Files Maintenance 

and Disposition Plan." 
(4) AF Form 82, "Files Disposition 

Control Label." 

THIRDSECONDFIRST 	 POSITION
POSITIONPOSITION 

,M~• 
. 

, 

" 

~~----r----, 	I 
! 
,1 

! ., ,, 1 
, ,, ,, ,, , 
'I 
1 

14 	May 1965 

quantities of legal size documents will be 
folded to fit letter-size cabinets. •

c. 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 . nt • •tIOna secure equlpme. A..!' • .J""",,.6¢ ,:""" , "': ..! 

.J.. A~"~ ".1.. ( JlL,lri" " '. l·cr·,'1. 
*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
scribed 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 (exc.ei\t asJiidicated inD::beIOW-;--- -- ;> lI,d. :' 

b. Powered and Other Mechanized FilinU'\ 
Equipment. Procurement of powered or 1 
other mechanized filing equipment is prohib- I • 
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 between the cost of standard 

and mechanized filing equipment when pro
rated over a 3-year period. ,l lc" 


(1) Manpower Savings. That one or 

more positions (either existing or budgeted i 

for) €!filieeliniin~t~!!:~, - . _\. 


(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. 


. ,I 

. ~./ Procedures for Control of Filing Equip
. ment. The procedures prescribed below are 

considered the minimum necessary to effect "", i· 


adequate control and proper utilization of ;"';',; "':" \. 

filing equipment. Implementl!t,K_.1)rO~~u.re~.' ,j;},,': 

that will improve equipment controls are ~ 
---- .-,,~--~- _. -- .. • 

http:Implementl!t,K_.1)rO~~u.re
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en~urllge.d, To eff ;.
eqUipment, the .J;ee~r: cpl!.trol ~ver filing 
lI).anag.ement offi!!em' officers '?,nd',records 

' '.' , as approprIate' . ')'1' 
a, eVlew all . . ",WI ,R requests f " 

ment prior to sub ,; or filing equip
th' miSSion of thfI . e equipment ' , . '. e requests t 

, tivity, review and· authorization ac~ 
i-~~prove 0 d'~ fir" it"";;" based on a revie; \ I~ap~each request'I 

"~l({t..... " ..,, ....jl sp.ection of th. . pf AF Form 80 d',. . _" ffi e record f' an m~ ,0. ,~, to deterrJin~ S 0 the requesting 
) ~qulpment is bi, (~~ whether pres temg utIhzed ' en 
I . .1, ,nt' m accordance 

~ ...,oW< Atf..~ a ~ :z;: 
]1&L~)) :J.f"-(3~ ,I.)'f"-{If) ,#C!""/"'I-

iJ.Ut'" I_e. 3'/),'" , .. L' " lie s..,.., ~ ~.......,..... -"""'-11'--- 1"-: 

.tt . .Lt!.i1£,£ rv __ ) I{;'" .,wl.. 

or specialized fiI'. 

*c, Periodi II ' 

filing equipme: /

ment is be' 0 etermme"

scribed in mg used according tol''';I>o-,:_eqUi
 
ment' para~aphs 33 and 33 1 
IS not bemg 

mend to th ,properly 

ization act' e'teqUIPment review 
IVI Y redist 'b . 
the equipment,H-' ~ rl ution or~. .V"AA,-i;'f 

pi d ~hv'1- VA.. 

; i I iI <' ,,; •. ,,~ 1/( ('./1' 

prescribed in 

mg ~quipIIlent 

dreVlew, thee ,~~!~l~~~:~, of 
' p 

. 
pre-., If equip-

reeOm-
I author-
I 

of 
~(J,;td!_ A-1;a.i-MI..-."-

f 
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to supply channels, and a corresponding re
vision of authorized filing equipment in the 
Unit Authorization List. . 

e/
/ 

$1{, I crtU2t-t{L flc J..,... I 
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 (3) foot sections 
of single or double face units, and adjustable 
to provide fOJ: 5 to 9 shelves high. Shelves 
are slotted to accommodate dividers for 
supporting guides and folders. Shelving is 
manufactm'ed in any desired depth, but 
generally has base shelf 12-inches deep, 
with 9-inch, adjustable shelves above for 
filing letter size do~uments; or a base shelf 
15-inches deep, with 12-inch, adjustable 
shelves above for legal size files. 

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

AFM 181-4 

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 filing 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. 

(\Vhen these conditions prevail ~nd qhelf ftlep 
are needed, doors arc avail~ble as optional 
equipment.) 

c. General Comparispns with, Filing (!alli
nets. Open shelf filiI!g equipment costs le&s 
th!jn convention!!l filipg· C!\binet~. reqQir(ls 
less office sp!l~e. !jnd pel'll1its ea,se of jilin!!" 
operations under the conditions specified iJl 
b, above. 

d. Guide for Comp/t.·ison. The taple be
low shows comparisons between open shelf 
filing and conve~tional filing to sel:ve qs- ~ 
guide in determining whether open shelf fil
ing is adaptabie to various filing operations. 

Factor Open Shelf Equipment 5-Drawer Cabinets 

1. Equipment (for 20Q 
linear feet of recorda): 

2 single-faced sections 
-1 double-faced sections 
7 shelves high 

19 

2. Cost (Approximate): $(;20. Accessory items such as fin
i:;:hed end panels, la.bel-holdl~rs, 

top dust plates, and puU-out 
shelves must be obtained at extra 
cost. 

$1155 

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

4. Aisle Space required: 3O-inch minimum 36-inch minimum 

5. Mobility Shelving may require dismantling 
and reassembly. Records wi]] ha.ve 
to be packed nod refiled. 

Can be moved intact. 

6. Adaptability to Meth
ods of Filing: 

Best suited for case files arranged 
by na.me or number. 

All type; of letter "Dd legol 
size files. 

• • 27 
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Factor Open Shelf Equipment S-Drawcr Cabinets . 

7. Filing Operations: 
n. Removing and re 20 to 35% faster. 

placing folders: 
h. Inserting and re 10 to 20% faster. 

moving papers fastened to 
folders: 

c. Inserting nnd re Slower, because folders must be Faster, for opposite reasons. 
moving papers filed loose withdrawn from shelves to insert 
ly in folders: or removl:' papers. 

d. Folder sco.rching: 20 to 35% r""ter. 
c. Indexing and Same as used for records stored in 

charge out: in cnbinets. 
r. Height.: Hccords stored in top and bottom Requires bending for bottom 

shelves results in reaching and drawcl'8. Bottom drawers used 
stooping for records. Top nnd bot for relatively inactive records. 
tom shdvcs should be used for in
active records. 

g. Distance: Compactness of records results in Cabinets nre spread over Ja.rger 
less distance to files, reducing un area. 
productive walking time. 

h. Clussified records: In secure storage area, eliminates 
opcning, closing, locking, and 
checking file c:lb)ncts. 

8. Filing Accessories: 
a. Guides: Special hook-t.ype, pressboard Standard file guides cost about 

~uitles with £lide tahs readable Crom 54 per hundred. 
either side. Cost is approximately 
521 per hundred. 

b. Folders: Standard square cut kraft folders Same. 
may be used. For easier visability, 
folders in upper shelves may be 
marked at the bottom front Rap. 

c. Dividers: Metal dividers Bupplied with Compressors or metal dividers 
equipment are required to support are USl.'<i. 

folders and guides. 

9. Appearance: 
a. Ncatnegg: Untidiness of records is no~iccable. Records are hidden. 
b. Dust problem: Dust is not considered tl problem Dust is no problem. 

if records are fairly active. 

10. Hazards: 
&. Fire: Normal fire precautions should Better protection. 

suffice. 
b. 'Vater Sprinkler Met.al covers over top shelf mini- Better protection. 

Systems: mize water damage. 

28 • 
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Appendix A 

AIR FORCE SUBJECTIVE CLASSIFICATION SYSTEM 

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; 

c. The "Master Outline" 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 familial' 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. 

c. 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 3a of this Appendix. 

3. A brief 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. 

• 
a. ADM-OFFICE ADMINISTRATION. 

This file category is established for the pur

pose of classifying and grouping all docu
ments that are accumulated in carrying out 
the inte''1Ul1 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 corisist 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 arc inherent)y 

"office services" in nature, such as spa~, 
control, graphic presentation, etc. " 
Thus, this category serves as a convenient"" 
means for segregating all non-mission cor
respondence a related papers which can 
be destroyed fter tw';--(2)--yearS'"jor all 
levels of the organiZai:1on, uoderfue pro
visions of AFM 181-5. 

b. CIV-CIVILIAN PERSONNEL AD
MINISTRATION. This file category in
cludes 'subj ects 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; 
participation in the'programs of the Boards 
of US Civil Service Examiners; and promo
tion and administration of the Air Force 
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employee incentive programs. All subjects ing claims, legal assistance for military per
pertaining to civilian pay operations are cor sonnel and dependents; legal opinions and 
related under FINANCIAL MANAGE interpretations; patents; and taxation. The 
MENT. Travel by civilians incident to 
official . business, fundaluentally a "Trans
portation" subject is correlated under CIV 
since it is administered by Civilian Person
nel Officers. 

c. 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. /IINJfoI"ST~A;;i; tV 

d. FIN-FINANCIAL MANA6EMEN'F. 
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 Force 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 
hausing; and the related engineering pJan
n1ng programs. 
. 
~. 

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

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 or' 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. Reports of. 
activities performing informal inspections 
anc\.r,staff visitS should classify them accprd
ing to the subject of the r~port. 

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

30 

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 cotrelated under the major subjective 
category "PHO-PHOTOGRAPHY," as it is 
fundamentally a photographic technique. 

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

k. MGT - ADMINISTRATIVE 1I1AN
AGEMENT. This category is used to group 
functions, techniques and activities relating 
to the general field of management; as'dis
tinguished from specific management func
tions. Specific managemeut functions are 
covered by other major suojective categories. 
Some of these subj ects are: . documentation 
and records management; management plan
ning and improvement; histories; ground 
safety; postal operations; reports manage
ment; and organization of Air Force units. 

I. lIUL-MILITARY PERSONNEL AD
MINISTRATION. This category relates to 
the administration of military personnel; 
their pay, welfare, recreation, and morale. 
It also includes chaplain functions. Subjects 
dealing with the training of military person
nel are found under the major dubjective 
category of "Training." Con-espondence 
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-MATERIELMAINTENANCE 
ENGINEERING. This category involves 
preventive maintenance; servicing; repair; 
modification; and related subjects involving 
the maintenance of materiel. 

n. OPS-OPERATIONS. This category 
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. 

q. PRO-PROCUREMENT. This cate
gory covers the procurement of materiel and 
services from sources outside the Air Force 
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 
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are not to be filed in this category. They 
are filed as separate series of records. 

s. R&D-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 requirements 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 responsibilities 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 Ihilitary and civilian 
personnel. Subjects concerning the training 
of civilians as part of the career develor 
ment program may be subdivided unde\: 
CIV 2-CAREER DEVELOPMENT. It in-' 
eludes 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 land, 
air, and water transportation. 

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

. ' \, 

, 
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MAJOR SUBJECTIVE CATEGORIES AND SYMBOLS 

Symbol 	 CategcwrJ 

,ADM OFFICE ADMINISTRATION 
CIV CIVILIAN PERSONNEL ADMINISTRATION 

COMMUNICATIONS ,COM 
FIN 	 FINANCIAL iuN ' mmI!lH'i'~hll;J\IIj-7',rA r;' '" 

. 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 PHOTOGRAPHY 
POL POLICE OPERATIONS 
PRO PROCUREMENT 
PUB PUBLISHING AND PUBLTCATIONS 
R&D RESE4-RCH AND DEVELOPMENT 
REL RELATIONS AND LIAISON 
SEC SECURITY 
SUP SU.PPLY AND SERVICES 
TNG TRAINING 
TRS TRANSPORTATION 
WEA WEATHER 

7-1 Employee Groups Office Administration-ADM 
7-2 Fair Employment Practices 

Administration of Office Personnel 7-3 Grievances 
Budgeting 7-4 Housing-Transportation-Food Services 
Charity and Public Interest Campaigns 7-5 Insurance 
Graphic Presentation Government Life 
Mail and Messenger Services (Local) Hospitalization 
Office Supnlies and EqU:ipment 7-6 Recreation, Morale, and Welfare 
Securi'ty Pr'ocedures '-for Loc~l Office 8 Employment Records 
Space ·Control 8-1 Official Personnel Folder 
, Conference Room~ 	 9 Hours of Work 

Moving 	 9-1 Tours of Duty 

10 Leave 

10-1 Annual
Civilian Personnel Administration-CIV 
10-2 Sick 


Accessions 
 10-3 Without Pay (LWOP) 

Career Development 
 11 Pay Administration (Payroll Operations-See 
Compensation for Injury or Death FIN 11) 


Conduct' 
 11-1 Employee Claims 

Disciplinary Actions 11-2 Indebtedness 

Gratuities and Favors 
 11-3 Overtime 

Political Activity 11-4 Pay Rate Determination 


Death and Burial 
 12 Performance 
Detailing Employees 12-1 Awards-Commendations 

Emplo~ee ~ati""s 12-2 Incentive Programs (Suggestions) 

• 


• 


.. 
I 
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12-3 Ratings 1-3 Annual Budget Authori~ation 
Appeals 1-4 Claims . 

12-4 Standards 1-5 Collections 
13 ..Position Classification Appropriation Receipts 
13-1 Position Series and Standards Appropriation Refunds 
13-2 Surveys Appropriation Reimbursements 
14 Promotion and Demotion General Fund Miscellaneous Receipt." 
15 Recruitment and Placement Deposit Fund Accounts 
15-1 Applications Records 
15-2 Boards of Civil Examiners Control Ledgers 
15-8 Oversea Employment Subsidiary Collection Ledgers 
15-4 Qualifications (Training, Experience, and /.f-Reporting Instructions and R('~ 

I Physical) Examinations (Mental and quiremellts 
Physical) 1-6 Commitments 

15-5 Selection 1-7 Disbursements, Expenditures 
16 Restoration after Military Service 1-8 Inter-Intradepartmental Transactions 
17 JE:...Separation i-9 Obligations 
18 ~Travel 1-10 Special Activities and Tenants 
18~1 Passp:n-ts-Visas 2. Auditing 
18-2 Per Di~m 2-1 Administration and Control 

2-2 Auditor's Records 
2-3 Contract Audits Communcations-COM 

. -~ 2-4 Intra-Air Force Audits 
1 Communications Center Operations 3 nanking-Currency
1-1 Communications Accounts 4 Bu.dgeti'iig . 
1-2 Message Transmission (Distribution and 4-1. Budget '"J>togram Management

Control) Annual Financial Plan 
1-3 Relay Centers 

• 
Apportionments

2 Communications Security Appropriation Law 
2-1 Cryptosecurity' Funds Administration 

Accounts Special
2-2 Physical Security (of communications fa- Transfers 

cilities and cryptomateriel) (see also 4-2 Budget Structure 
SEC 2) AF Budget Code (Fiscal Code)

2-3 Transmission Security 4-8 Estimates 
3 Communications Systems Call for Estimates 
3-1 Airborne Communications Program Guides and Assum~
8-2 Amateur Radio (MARS) tions 
4 Fixed Radio and Wire Facilities Justification
4-1 Commercial Facilities Review 
4-2 Control Stations Special (Flash)
4-3 Flight Checks Supplemental
4-4 Frequency Authorizations 4-4 Federal Budget 
4-5 Plant in Place 5 Cost Accounting 

Maintenance 5-1 Air Installations Maintenance 
~",;5 T~AT.ON 5-2 Depot Maintenance 

5-3 Field Maintenance Financial Mar 5 gewent-· -FIN 
6-4 MotOT Vehicles Maintenance 

1 Appropriation Accounting 6 ltjxpense Accounting 
1-1 Advance Payments and Recoupments 5-1 Accounting Pro('edures 
1-2 Allocation, Sub.Allo~atioll and Allotment Chart of Accounts 

of Funds Contractu.ll Services 
Administrative Control Materiel 
Advice of Medical Services 
Reeords Personnel Services 

Adjustments and Corrections Special Activities and Tenants 
Allocation, Sub·Allocation Ledg Travel and Transportation 

'. 
ers 6-2 Records 

Allotment Ledgers Expense Ledger-Accounts 
Subsidiary Allotment Ledger. Subsidiary Ledgers and Files 
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6-8 Reporting Instructions and Requirements 
7 General Ledger Accounting 
7-1 Accounting Procedures 

Chart of Accounts 
Special Activities and Tenants 

7-2 Records 
General Ledger Control Accounts 
Subsidiary Ledger. and Files 

7~ Reporting Instructions and Requirements 
8 International Accounting 
8-1 Agreements, Bilateral 

Canada 
Korea 
South Africa 
United Kingdom 

8-2 ANZUS 
6-S MAP (formerly MDAP) 
8-4 NATO 
8-6 SHAPE 
9 Monetary Property Accounting 
9-1 Equipment 
~-2 lnventory Accounting, l\'ronet~l"¥ 
P-~ :(teal property 
10 Nop.appropri~ted Funds 
10-1 ~even~e :producing Actiyities and Funds 

~oo1l:: Department Funds 
E~change Service Funds 
Motion Picture Service Funds 
Post Restaurallts Fund.:! 
yoc~tional 'fraining Activities Funds 

Sundry Association Activities aT~d Fti.nds 
'. Cent~al Mess Funds "F"' 

¢hapl~ins' Funds 
Installation and Organizational Re~ 

lig"ious Funds 
Officers',' Non-Commissioned Officers', 

and Cadets' Open Messes 
Welfare Activities and Funds 
, 	 Base Trust Funds 

Central Base Funds 
Central Welfare Punds 
Civilian 'VeHare Funds 
Command Welfare Funds 
Unit Funds 

10-~ 

10~ 

11 

12 
12-1 

12-2 
12-8 

12--4 
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Payroll Operations (Civilian Pay) (Also See 
MIL 10) 

Revolving Funds 
Industrial Funds 

Laundry and Dry Cleaning Services 
Printing Sel'vices 

Management Funds 
Stock Funds 

Air Force Academy Division 
Aviation.' Fuels' Division' 
Clothing Division 

Monetary Allowance System 
Commissary Division 
General Supplies Division 
Medical-Dental Division 

Working Capital Funds 

20 February 1958 

18 
14 
15 
16 

Salvage and Surplus M
Statement of Charge. 
Surety Bonds 
Survey, Reports of 

ateriel Accounting 

Installations M~nagement-INS 

Interception 

• 

1 

1-1 
1-2 
1-3 

1--4 
1-5 

1-6 
1-7 
1-8 

1-9 
1-10 
1-11 

1-12 
1-13 

2 
2-1 
2-2 
3 

H 
3-2 
3-3 
4 
4-1 
4-2 
~ 

Facilities (Const~ction, Maintenance and 
Operation) 


Airfields, Pavements, Aprons, etc. 

Building Equipment 

Duildings and Structures (Subdivide by 


type as required) 

Custodial Services 

Fire Protection and Ail'craft Crash Res

cue 

Grounds 

Insects, Rodent and Vermin Control 

Liquid Fuel Storage and Dispensing Sys

tems 

Railroads 

Refuse Collection and Disposal 

Roads and Other Surfaced Areas (Ex


cept Airfields, Pavements, etc.) 

Training Aids 

Vtilities 


Air Conditioning Systems 
Electric Plants and Systems 
Gas Plants and Systems 
Heating Plants and Systems 
Sewage. Plants and Systems 
Water Plants and Systems '-

F~mi1y Housing . . 
FHA Housing 
Title VIII Housing (Wherry Jiousing) 

fh!nning ~n~neerins-
~o~s~r~ction :pI~nning (Program ~n4 

Projects) 
Design Criteria 

Master Planning (Program~) 


Real--Estate 
, Acquisition 

Disposal

¥tiliz~tion 


Intelligence-INT 
1 Collection-DissemJnation 
1-1 Attaches, Air 
1-2 Briefing 
1--3 Captured Materiel 
1--4 Clandestine Source 
1-5 Communications-Electronics 

Communications 
Collection-Dissemination 
Interception 

Electronics 
Collection-Dissemination 
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1-6 Documents 
1-7 Esstential Elements of Information 
1-8 Foreign Nationals 

Accreditation 
Tours 
Visits 

1-9 Intelligence Plans and Annexes 
1-10 Interrogation 
1-11 Operational Reports 
1-12 Photo Intelligence 
1-13 Reading Panel 
1-14 Reconnaissance 
~"" ._ Estimates ;, 
2==-1--- -Air Yacilities 

Airfield and Seaplane Stations of 
the World 

Climatology 
Communications 
Terrain 
Transportation 

2-2 Air 	Materiel and Technical Data 

Aeromedical Intelligence 

Aircraft and Aircraft Engines 

Antiaircraft Artillery 

Armament 

Electronics 


Radar 
Radio 

Guided Missiles 
Unidentified Flying Objects (Un

conventional Aircraft) 
Air Order of Battle 

Air Defense 
Biographical Data (Who's Who) on 

Significant Personalities of For
eign Air Forces 

Ci~il Air 
StrategiC Establishments 
Tactical Establishments 
Uniforms and Insignia of Foreign 

Air Forces 
Capabilities 


Economic 

Military 

Political 

Technical 


~-5 Indications of Hostilities 

2-6 Intentions 


Economics 

~ilitary 
Political 
Technical 


jI Infonnation Di~closure, Policy 

~1 Exceptions 

3-2 Releases 


Foreign 
U. S. Requesters 

4 Target Intelligence (Analysis and Compila.
tion) 

AFM 181-4 

4-1 Physical Vulnerability 
Weapons Effects 
Weapon RecommendatioJ'ls 
Weapons Requirements 

4-2 Target Analysis 
Bombing Encyclopedia 
Target System Recommendations 
Vulnerability Studies ~:~ 

4-3 Target .Intelligence Requirements . ~ 
4-4 Target Mat~rjals (For Production of ~'-~ 

Target Mate,·ials) (See MAP 2-Air ::.i 
Target Materials) 

Air Objective Folder Program 
Radar Target InteUigence 
Tal'get Dossiers (Tactical) 

Investigations and Inspections-INV 

1 Administrative Inspections and ViBits 
2' Complaints, Investigations (See also POL 

1-3) 
3 Criminal Investigations 
4 General Inspections 
5 Loyalty and Security Investigations 
5-1 Civilian Employees 
5-2 Contractor Employees 
5-3 Contractors 
5-4 Military Personnel 
5-5 "Specal Files" 
6 Special Inspections 
7 5¥Ftl t?1(.(i,.{""" ~ 

Legal Administration-LEG 
1 Adrpinistration of Military Ju.stice 
1-1 Appe!late Revjew an4 Procedure 
1-2 Clemency 
1-3 General COUl,ts-Martial 
1-4 Special Courts-?4'arti~1 
1-5 Summary CourtliJ-Marti<\1 
~ Claims 
2-1 Foreign CI~im. 
2-~ Personnel Clp,imlJ 
2-$ Tort Claims 
2-4 UCMJ Art 189 Cl~ims 
3 Legal Assistance 
3-1 Civil Relief J\ct 
3-2 Power of A.ttorney 
3-3 Wills 
~ Legal Opinion~ (lnd Intel'pretations 
4-1 Absence Without Leave 
4-2 Accessories q.nd. PrincipaJs 
4-3 Aircr'lft 
4-4 Air Force 
4-5 Apprehension and Restraint 
4-6 Army 
4-7 Arson 
4-8 Assault 
4-9 Attempts 
4-10 Breach of the Peace 
4-11 Burglary 
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4-12 
4-13 
4-14 
4-15 
4-16 
4-17 
4-18 

4-19 
4-20 

4-21 
4-22 
4-23 
4-24 
4-25 
4-26 
4-27 
4-28 
4-29 
4-80 

4-31 
4-82 
4-33 
4-34 
4-85 
4-36 
4-37 
4-38 
4-89 
4-40 

4-53 
4-54 
4-55 

·4-56 
4-67 
4-68 
4-59 
4-60· 
~61 
4-62 
4-63 
4-64 
4-65 
4-66 

Charges and Specifications 
Citizenship and Naturalization 
Civilian Officers and Employees 
Claims 
Coast Guard 
Coast Guard Academy 
Commissaries, Post Exchanges and Re

lated Services 
Communications and J Correspondence 
Conduct Improper Under Uniform Code 

of Military Justice 
Conspiracy 
Contracts 
Courts-Martial 
Courts of Inquiry 
Decorations, l\fedals, Badges, etc. 
Defenses 
Depositions 
Desertion 
Disobedience to Orders and Regulations 
Disrespect Toward Superior or Noncom.. 

missioned Officers 
Drunk on Du~y 
Enlisted Men 
Evidence 
Extortion 
False Claims 
False Official Statements 
Finance 
Forgery 
Frauds Against The Government 
Fraudulent Enlistment, Appointment, and 

Separation 
Government Life Insurance 
Graves and Cemeteries 
Homicide 
Hospitals, Medical and Dental Treatment 
Housebreaking 
Insignia 
International Law 
Investigations 
Lands and Buildings 
Larceny and Wrongful Appropriation 
Line of Duty 
Loss, Damage, or Wrongful Disposition 

of Military Property 
Maiming 
Malingering 
Marine Corps 
Military Academy 
Military Personnel 
Military Security 
Misbehavior of Sentinel 
Missing Movement 
Motor Vehicles 
Mutiny and Sedition 
National Guard 
Naval Academy 
Naval Mmtia 
Navy 

4-67 
4-68 
4-69 
4-70 
4-71 
4-72 
4-73 
4-74 
4-75 
4-76 
4-77 
4-78 
4-79 
4-80 
4-81 
4-82 
4-83 
4-84 
4-85 
4-86 
4-87 
4-88 
4-89 
4-90 
4-91 
4-92 
4-93 
4-94 
4-95 
4-96 
4-97 
4-98 
4-99 
4-100 
4-101 
4-102 
4-103 
4-104 
4-105 
4-100 
5 
5-1 
6 

New Trial 
Non-Judicial Punishment 
Oaths and Affirmation 
Officers 
Patents and Copyrights 
Pay and Allowances 
Perjury and False Swearing 
Pleas and Motions 
Posts, Bases, and Other Installations 
Prisoners 
Prisoners of War 
Publications 
Rape and Carnal Knowledge 
Records and Reports 
Rehearing 
Reserve Forces 
Retirement 
Review 
Riot 
Robbery 
Schools and Education 
Search and Seizure 
Self-Incrimination 
Sentence and Punishment 
Sodomy 
Soldiers' and Sailors' Civil Relief Acts 
St'pplies, Service, and Equipment 
Theaters and Motion Pictures 
Transportation 
Treaties 
Trial 
Uniform 
Unit, Welfare, and Similar Funds 
Vessels 
Veterans 
War and Defense 
Warrant and Flight Officers 
y"aste and Destruction of Property 
Witness 
Worthless Cheeks 

Patents 
Copyrights 

Taxation 

Mapping and Charting-MAP 

1 
1-1 
1-2 
1-3 
1-4 
1-5 
2 
2-1 
2-2 
2-8 
2-4 
2-5 
3 

Aeronautical Information Publications 
Aeronautical Overprints 
Foreign Clearance Guides 
Jet Flight Information Manuals 
Pilot's Handbooks 
Radio Facility Charts 

Air 	Target Materials 
Geodetic Data Sheets 
Radar Return Codes 
Reliability Data Sheets 
Target Charts 
Target Mosaics 

Chart Quantities and Stocks -t 

.' 


• 
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, Development 2-4 Injuries 
4-1 Experimental Items 4 Hospital and Dispensary Administration 
4-2 Portrayal 4-1 Capacity and Status 
4-3 Test and Evaluation 4-2 Clinical Records 
6 Distribution ~ Patient Management 
6 Exchange Agreements Admission and Disposition 
7 Hydrographic Charts Discharge 
8 Maps Leave 
9 Production Transfers 
10 Requirements 5 Physical Examinations 
11 Source Materials 6 Preventive Medicine 
11-1 Evaluation of 6-1 Biological Defense 
11-2 Dissemination 6-2 Environmental Sanitation 
11-3 Procurement 6-3 Immunization 
11-4 Utilization 7 Professional Services and Clinics 
12 Special Charting Items 7-1 Aviation Medicine 
12-1 Aeronautical Video Plate 7-2 Dietary 
12-2 Special Charts 7-3 Laboratory 
12-3 Special Mosaics 7-4 Medical 
12-4 Terrain Models Cardiovascular 
13 Standard Series Aeronautical Charts Dermatology 
13-1 Aeronau.tical Approach ~haFts Gastroenterology 
18-2 Aerona: tical Planning Charts Internal Medicine 
13-3 Cloth Charts Pediatrics 
13-4 Crash Grid Charts Physical Medicine 
13-5 Equidistant Charts Psychiatry and Neurology 
13-6 Evasion Charts 7-5 Nursing 
13-7 Navigation Charts 7-6 Pharmacy 
13-S Radar Tracking Charts 7-7 Roentgenology 
13-9 Strategic Charts 	 7-8 Surgical 
13-10 Weather Charts 	 8 Veterinary Service 
13-11 World Aeronautical Charts 	 8-1 Base Veterinary Service 

8-2 Food Examination 
Medicine' and Den.tistry-MED 	 Point.-of-Origin Inspection 

1 Aeromedical Evacuation 

1-1 r Forward Evacuation 
 Admiriistrative Management-MGT
1-2 Inter-Theater Evacuation 
1-3 Intra-Theater Evacuation 1 ~ocumentati~n Control Ilnd Records Mana~ 
2 Dentistry , ment 
2-1 Dental Clinic Administration 1-1 Communications (written)
2-2 Dental Health Records (Forms, Content Control 

and Procedures) Preparation
2-3 Dental X-Ray Referral 
2-4 Preventive Dentistry 1-2 Disposition of Records 

Oral Hygiene Disposal
Prophylaxis Retirement (Packing and Shipping

2-6 Prosthetics Procedures)
Laboratory Activities Records Centers 

Special Dental Materials Staging Areas 
\Accountability Schedules (Preparation of)

Tre~tment Transfer 
'Policies and Standards 1-3 Maintenance of Cl!rrent Records 

8 General Medical and Health Status 
1-4 Microfilming3-1 Air Crew Effectiveness 
2 functions (Missions and Responsibilities)3-2 Battle Casualties 
2-1 Air Doctrine3-S Diseases 

(Further subdivision of this subject 2-2 Charts (Organization) 

1will correspond to the classifica· 2-3 Command Jurisdiction and Prerogatives 
tion of DD Form 442, Morbidity 2-4 Delegation and Designation of Authority 
Report) 	 (See also PRO 8-2) 
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'8 G. 
3-1 Education· and Training 

Safety Awards 
Safety Educational Promotional 

Materials 
Training and ea er Development 
Visual Aids 

3-2 Engineering & R eareh 
Facilities 
Materiel a d .Equipment 
Safety ngineering & Research 

Plan ng 
S-S Motor Ve lcle Transportation 

Gov nment Vehicles (General Pur
ose) 

overnment Vehicles (Special PUl'
pose) 

Private Vehicles 
3-4 eports and Analysis 

Accident Analysis Studies 
Ground Accident Experience Data 
Standard Statistical Tabulation 
USAF Ground Accident Reports 

~--------1T.~]r~nnnRr1~rrro~~kunnmai~s 
4 Historical Documentation and Properties 
4-1 Historical Properties 
4-2 ]{onographs 
4-8 Unit Histories 
6 Interservice Relations (Joint Activities) 
6 Management Pla~ning and Improvement 

(Surveys and Studies) 
6-1 Office Methods and Procedures 
6-2 Organizational Analysis 
6-3 Program Planning and Analysis 
6-4 Work Measurem"ent-Production 

Layout and Materiel Flow 
Production Control and Scheduling 
Survey and Audit 
Work n!easurernent 
Work Simplifieation 

7 Manpo:wer 
7-1 Tables of Distribution (Unit Manning 

Documents) 
Position Authorization (Spaces) 

Civi1ian 
]{ilitary 

7-2 Tables of Organization and Equipment 
7-3 UtUization 
8 Organiz{ltion 

(Including, generaHy, 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 committee as the sUbd.ivision of sub
ject, as required.) 

8-1 Activation 
8-2 Assignment of Organizational Units 

Unit Movements 
8-3 Constitution 
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8-4 Designation 
Insignia-Fl"g's 
Nomenclature 

8-5 Disbandment 
8-6 Discontinuance 
8-7 Inactivation 
8-8 Reorganization 
9 Postal and Courip.r Service 
9-1 Courier System 

Courier Transfer Stations (eTS) 
9-2 Distribution 
9-3 Money Orders 
9-4 Penalty Matter 
9-5 Post Offices (APO's) 
9-6 Postage 
9-7 Postal and Courier Equipment 
10 Statistics and Reports Management 
10-1 Machine Records 

Machine Procedures 
Punch Ca1'd Accounting Equipment 

10-2 Reports Control Sy!{t.pm 

HHI _ Statistical Data Repository 
NJItMS MAN""rMflNTII ,, 

Military Personnel Administ!ation-MIL 
1 Absence 
1-1 AWOL 
1-2 .Desertion 
1-3 Le"ave 

Emergency 
2 Assignment and Reassignment 
'2-1 Air Force with the Armed .Services of 

US and other Countries 
2-2 Armed Services with the Air Force 
2-3 Attached 
2-4 Flying Status 
2-5 Permanent CPRTI,!:e of Assignment 
2--G Permanent Change of Station 
2-7 Release 
2-8 Temp,orary Duty 
3 Cal'eer Development 
3-1 Classification 
3-2 Qualification Records (Such as AF Form 

11, etc.) 
4 Chaplaincy 
4-1 Cultural Activities 
4-2 Ecclesiastical Indorsing Agencies 
4-3 HumRnitarian Services 
4-4 Personal Counseling 
4-5 Preaching Missions 

Jewish 
Protestant 
Roman Catholic 

4-6 Religion 
Jewish 
Protestant 
Roman Catholic 

4-7 Religious Education 
4-8 Retreats 

Jewish 

... ~• 

http:Sy!{t.pm
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• Protestant 11-3 Strength 
Roman Catholic 12 Political Activities 

4-9 Worship 12-1 Voting 
5 DiseipJine and Conduct 13 Prisoners of War 
5-1 Misconduct . 13-1 Allied 

Administrative Reprimand 13-2 American 
6 Identification 13-3 Enemy 
6-1 Change of N arne 14 Procureznent 
6-2 Foreign Nationals 14-1 Appointment and Enlistment 
6-3 Identification Cards Examinations (Mental ~nd Physi
6-4 Passports and Visas cal) 
6-5 Serial Numbers Qualifications (Education and Physi
6-6 Tags cal) 
7 Military Personnel Records Waivers 
7-1 Command Personnel Records Group 14-2 Induction and Recall 
7-2 Field Personnel Records Group Draft Deferment 
7-3 Master Personnel Records Group 14-3 Recruiting 
8 Pay and Allowances 15 .Promotion and Demotion 
8-1 Allotments. 16 Rank and Precedence 

Dependents 17 Separation 
Income Tax 17-1 Death 
Pension 17-2 Discharge 
Savings 17-3 Inactive Duty 

8-2 Aviation Cadets 17-4 Retirement 
8-3 Benefits--Gratuities-Cornpensation 18 Uniforms (Regulations of Apparel) 
8-4 Clothing AJlowances 
8-5 Enlistment Bonus 
8-6 FlYing Pay Materiel Maintenance Engineering-MTN 
8-7 Inactive Duty Training Pay 

1 Conservation Practices
8-8 Pay Withheld or Delayed 

2 Contractor Technical Assistance 

'e 
8-9 Quarters 

3 Equipment Histories8-10 Subsistance 
4 Materiel Items·8-11 Travel 

(Further subdivide as required in ac
.9 Performance 

cordance with standard classes of supply9-1 Commendat1ons 
(AFM 67-1) u.ing 010s8 numbe... in9-2 Decorations and Awards 
parentheses as sEWond81'Y subject desig9-3 Effectiveness Evaluation 
nations, viz: MTN 4 (01).).10 p:ersonn~l.. Services (~erfare, Recreation, 

5 ModificationMorale) . '. 
6 Performance Data1()-1 Air Force Aid Society 
7 Preventive Maintenance1()-2 American Red Cross 
8 Repairs

1()-3 Bands and Music 9 Technical Order, Compliance
10-4 Casualty Assistance 10 Unsatisfactory Reports
10-6 Casualty Reporting and Notification 

10-6 Education 

1()-7 Entertainment and Recreation 
 Operations-OPS
10-6 Funerals and Burials 
1()-9 Library Services 1 Air Bases, Use of 

Library Property 1-1 Domestic 
Operating Systems 1-2 Foreign 
Technical Libraries 1-3 Site Surveys 

1()-10 Personal Atfai~s 2 Air Traffic Control 
Dependents Assistance 2-1 Aircraft Dispatch and Clearance 
Insurance Identification 
Marriage 2-2 Air Routes 
Soldiers' and Sailors' Re1ief Act 2-3 Control Tower 

1()-1l Sports 2-4 Flight Rules and Regulations 
11 Personnel Statistics :1..5 i'light Saiety
11-1 Morning Reports Aeddellls>,
11-2 Rosters IndivJdaal Flight Recorddtg 
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3 Atomic Warfare 
8-1 Liaison (Atomic Energy Commission, 

Military Liaison Committee, Armed 
Forces Special Weapons Project) (See 
also REL). 

8-2 Maneuvers 
8-3 Tests 
4 Clandestine Operations 
5 Electronics Systems 
5-1 Airborne Radar 
5-2 Aircraft Control and Warning 

Radar Ca'1ibration 
5-3 Combat Electronics 
6 Flight Operations 
6-1 Airlifts 
6-2 Air Ground Rescue 
5-3 Air Sea Rescue 
6-4 Bombardment 
6-5 Evacuation 

Disaster 

Wounded (See Aeromedical Evacua· 


tion-MED) 
6-6 Fighter 
6-7 Ground Support 
6-8 Reconnaissance 
6-9 Transport 

Inflight Refueling 
,6-10 Troop Carrier 
5-11 Special Missions 
7 Joint Operations 

'8 Navig!ltion 
6-1 Navigation Aids 
9 Operations Analysis 
10 War Plans 
10-1 Combined War .Pl~.ns 

Foreign Military Assistance 
10-2 Defense 

Civil Defense 
Mobilization 

Civil Aviation 
10-3 Joint War Plans 
10-4 Logistics 
10-5 Offense 

Biological and Chemical 
Psychological 
Strategic 
Tactical 

Ground Support 

Photography-PHO 
1 Aerial Mapping and Charting Photography 
1-1 Cross Servicing Agreements (Inter· 

Agency) 
1-2 Identifications and Titling 
1-8 Mapping and Charting Projects 
1-4 Print Libraries 
2 Motion Picture Photography 
2-1 Distribution and Control of Projection 

Prints (Training and Information and 
other Education Films). 
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2-2 Gun Sight Aiming Point (GSAP) 
2-3 Motion Picture Production Project 
3 Radar Scope Photography •4 Sound Recording 
5 Still Photography 
5--1 Print Libraries 
5--2 Transparencies 

Film Strips 
6 Use Requirements Review 
6-1 Air Force Film Review Board 
6-2 Intelligence CoJlection 
6-3 Research Instrumentation and Documen

tation 
6-4 Training 
7 Utilization Control 
7-1 Color Policy 
7-2 Loan, Sales and Exchange 
7-3 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 
1-4 Disposition of Offender Reports 
1--5 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, 

etc.) 
1-9 Property 
1-10 Records of Events (Desk Joul'nal) 
1-11 Relief Schedules 
1-12 Reports of PM Activities 
1-13 State of Discipline 
1-14 Traffic Control 
1-15 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 
2-7 Restoration and Clemency 
2-8 Retraining of Prisoners 

Procurement-PRO 
1 Contract Admintstration 
1-1 Contractor's Records 
1-2 Cost Reimbursement (Approval of Cost) 
1-8 Price Redetermination (Renegotiation) 

.....1-4 Subcontracting 
1-5 Tax Exemption 



y 
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2-1 Advance Payment 13-1 Claims 
2-2 Guaranteed Loans 13-2 Property Disposal 
2-3 Partial Payments 13-3 Settlement 
3 Contract Placement 13-4 Termination , ~. 

3-1 Bonds Convenience 
Coordinated Procurement Default 

3-3 Execution (Awards) 
~2 

Approval Publishing and Publications-PUB 
Distribution 

1 OrdersNumbering 
1-1 AF Reserve Orders Formal Advertising 
1-2 Courts-Martiai Orders Interdepartmental Procurement 

" 

1-3 Flight OrdersFederal Supply Service I ' 1-4 Genera) OrdersNegotiation 1-5 Movement OrdersFinding and Determinations 
1-6 Operations Orders 3-7 Sources 1-7 Personnel Action MemorandaBidders List 
1-8 Special Orders Small Business 
1-9 Technical OrdE:rs

8-8 Specifications 
2 Printing, Binding and Reproduction (Includ·4 Contractual Instruments 

ing Ditto, Photostat, etc.) 4-1 Changes 2-1 Requirements4-2 Types 3 Publishing
Cost~Plus-Fixed-Fee 

3-1 Distribution and ProcurementFixed Prll!e 
3-2 Format and Editorial PolicyTime and Materials 

Bulletins
5 Foreign Procurement 

Digests6 Government Property 
Directories6-1 Bailment 
Indexes6-2 Government-Furnished Materials 
LettersGovernment-Furnished Aeronautical 
ManualsEquipment 
Memoranda6-3 Industrial Property Control 
PeriodicaIs7 Industrial Resources 
Regulations7-1 Facilities 

3 8 Forms Bt8R88FEiizatio& anel Control-Industrial Equipment 
4 Review and CoordinationPlant EXllansion 

Special Tooling 
7-2 Labor and Technicians Research and Development-R&D 
7-3 Materials 1 Aircraft 

Controlled Materials (Subdivide as required: amphibian;
Customs Entry bomber; cargo and transport; converti-'~;-: 
Priorities plane; fighter i glider i liaisoll i lighter. i:~ 
Stockpiling than-air; parasite; reconnaissance; ro-- . ~~ 

8 Initiation of Pur~hase and Procurement Au tary wing; and trainer). .~ 
thority 1-1 Aerodynamics (Exclusive of propellors ! .. ' 

8-1 Assignment of Procurement Responsibil- and rotors) 
ity Airfoils 

8-2 Delegation of Authority Boundary Layer Control 
8-3 Procurement Directives Design Criteria 
8-4 Purchase Requests External and Internal Flow 
\I Production Fluid Mechanics 
9-1 Delivery Schedules Turbulence 
9-2 Engineering Changes Wind Tunnel Studies 
9-3 Expediting . 1-2 Alighting Gear 
10 Programming Antiskid Devices 
10-1 Requirements Computation Brakes 
11 Procurement Case Files Cross-wind Landing Devices 
12 Quality Control Floats 
12-1 Inspection and Acceptance Skis

• 
• 

, 
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Steering 
Tires 
Wheels 

Components 
Fuel Cells 
Fuselages 
Tail Assemblies 
Wings 

1-4 Design 
Comfortization 
Design Parameters 
Escape and Recovery 
Fabrication 
Layout and Arrangement 
Load, Weight and Balance 
Passive Defense 
Performance 
Pressurization 
Structural Testing 

Hi Electrical Accessories 
Actuators 
Auxiliary Power Plants and Genera

tors 
Circuit Breakers 
Convertors 
Lighting 
Motors 
Regulators 
Storage Batteries 
Wiring 

1-6 Flight In5trum~nts 
Accelerometers 
Airspeed 
Altitude 
Free Air Temperature 
Pitch and Yaw 

1-7 Flight Opel'ation Teehniques and Equip
ment 

Aircraft Climatization 
All Weather Operation 
Cruise Control 
Floating Wings 
Piloting 
Range 

Extension 
Inflight Refueling 

Towing 
Unconventional Landing and Take

off 
Maintenance and Test 

Engine Test Cells 
Engine Test Stands 
Repair Equipment 
Shelters and Maintenance Stands 
Structure Testing Equipment 

1-9 

1-6 

M.echanical Accessories 
Actuators 
Aerial Delivery Equipment 
Aerial Dispensers 
Cooling and Air Conditioning • 
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Deicing and Anti-icing Devices 
Fire Prevention Equipment 
Heating Equipment 
Hydraulics 
lnflight Cargo Handling Equipment 
Oxygen Equipment 
Pneumatic 

1-10 Propellors and RotoJ;S 
Aerodynamics oI 
Components 
Control 
Drive Mechanism 

1-11 Servicing and Handling 
Fueling and Fuel Storage 
Gas Generatol's and Gas Servicing 
Handling 
Heating and Air Conditioning 
Launchers and Arresters 
Lubrication Equipment 
Mobile Compressed Air Supply 
Starting 
Towing 

1-12 Stability and Control 
Control Mechanisms 
Control Surfaces 
Criteria 
Dynamic Load 
Flutter 
Vibration 

2 Armament 
2-1 Aircraft Armor (Plates, Bullet Proof 

Glass, etc) 
2-2 Ammunition and Guns (Exclusiy~ of 

Fire Control System) 
Accessory Equipment 
Destructive Effects 
Drives 
Feed and Storage (Aboard Air

craft) 
Mounts 

2--3 Analysis and Evaluation 
Ballistics 
Computation 
Control Theory 
Dynamics of Systems 
Performance Evaluation 
Systems Synthesis 

2-4 Bombs (Exc]usive of Special Weapons) 
Cluster 
Controlled 
Damage Assessment 
Fragmentation 
General Purpose 
Incendiary 
Leaflet 
Photoflash 
Target Marker 

2--5 Bomb Accessories 
Anti~ricochet Devices 
Fins 

• 


• 
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Launchers 
Racks 
Release Systems 
Shackles 

2-6 Computers 
Bombing 
Ground Defense 

2-7 Demolitions 
Application 
Techniques 

2-8 Fire Control Systems 
(Position reference-radar; optics; 
gyros; computors; servo-transmit
ters'; all equipment appJicable to an 
integrated fire cont.rol system) 

2-9 Fuses 
2-10 Mines and Torpedoes 
2-11 Munitions Handling Equipment 

Cranes 
Hoists 
Slings 
Trailers 
Trucks 

2-12 Rockets and Launchers 
Accessory Equipment 
Destructive Effects 
Feed and Storage (Aboard Aircraft) 
Launching Equipment 
Release Equipment 
Rockets 

2-13 Sights 
Bombsights 
Gunsights 

2-14 Warheads 
3 Chemistry 
3-1 Analytical Physical 
3-2 Inorganic 
3-8 Organic 
4 Communication 
4-1 Accessories 
4--2 Acoustics 
4-8 Airborne Systems 
4-4 Facsimile 
4--5 Ground Systems 
4-6 Linguistics 
4-7 Receivers 
4-8 Recordings 
4-9 Tclemetering 
4-10 Teletype 
4--11 Television 
4-12 Theory of Information and Communica

tion 
4-13 Transmitters 
5 Electronics 
5-1 Combat Electronic Application (Elec

tronic Countermeasures) 
Antijamming 
Confusion 
Ferret Systems 

Screening 
Signal Search and Analysis 
Simulation 

5-2 Components. Techniques and Tests 
Amplification 
Antennas and Antenna Shelters 
Detection 
Interference Reduction 
Meters 
Modulation 
Moving Target Identification 
Remoting Devices 
Signal Analysis 
Signal Generators 

5-8 Electromagnetics 
Analysis 
Wave Propagation 

Electronic and Electrical Parts 
Ammeters 
Condensers 
Electronic Tubes 
Heating Elements 
Inductors 
Insulation 
Lamps 
Magnetic Amplifiers 
Plugs and Connectors 
Regulators 
Resistors 
Transformers 
Transistors 
Voltmeters 
Wire 

6 ]!jngines 
(Subdivide as required: gas turbines, 
turbo jets and turboprops j nuclear; ram
jet; rocket) 

6-1 Engine Accessories 
Carburetion and Manifolding 
Controls 
Coolings 
li'ilters and Screens 
Fuel Systems 
Ignition 
Injectors 
Lubrication and Systems 
Power Transmission 

6-2 Engine Instruments 
Flowmeter. 
Fuel Gauges 
Position Indicators (cowl, inter

cooler flaps, landing gear, etc.) 
Tachometers 
Temperature 
Thrust Meter. 
Torquemeters 

7 Equipment 
7-1 Air Base Equipment 

Auxiliary Power 

• 
Jamming Camouflage 
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.:',.. Construetion and Maintenance 

Equipment 
Fire, Crash and Salvage Equipment 
Lighting and Marking 
Materials Handling 
Personnel Carriers 
Structures 

Clothing and Protective Equipment 
Anti-hazard Clothing 
Environmental Clothing 
Eye Protection 
Flying Clothing 
Helmets 
Occupational Clothing 
Personal Armor 
Personal Oxygen Equipment 
Protective Clothing 
Restraining Devices 
Uniform 

7-3 Machine Elements and Hardware 
Bearings 
Cams 
Fastenings 
Fittings 
Gears 
Mechanical Servos 
Movements and Mechanisms 
Springs 

7-4 Medical and Dental Equipment 
7-5 Rescue and SUT,-ival 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 

7-6 Test Support 
Aerial 
Range 

1-1 Trainers and Simulators 
Air Vehicle Trainers 
Bombing System Trainers 
Electronic Equipment Trainers 
Fire Control Trainers 
Navigation Trainers 
Targets and Scoring Devices 

1-8 Quartermaster Type Equipment 
Bedding 
Cleaning and Sanitation Equipment 
Food and Rations 
Food Containers and Dispensers 
Food Preparation Equipment 
Furnishings 
Personal Care Equipment 
Shelters 

8 Fuels and Lubricants 

8-1 Greases 

11-2 High Energy Fuel 
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8-3 
11-4 
8-5 
8-6 
11-7 
9 

9-1 
9-2 
9-3 
9-4 
9-5 
9-6 
9-7 
9-8 
9-9 
1() 

11 
11-1 
11-2 
11-3 
11-4 
11-5 
11-6 
11-7 
11-8 
12 
12-1 
12-2 

12-3 

13 
14 
14-1 
14-2 
14-3 
14-4 
14-5 
14-6 
14-7 
14-8 
14-9 

Hydraulic Fluids 

Hydocarbon Fuels 

Oils 

Rocket Fuels and PropelJants 

Storage and Distribution 

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; undE'r\vater t() underwater.) 
Alighting Gear 
Components, Accessories and Parts 
Design 
Electrical Equipment 
Instruments 
Launching and Recovery Equipment 
Mechanical Equipment 
Stability and Control 

Test Vehicles 


Industrial Processes (bonding; cutting; fix.. 
tures; forming; finishings; gauges; inspec
tion instruments; jOining methods; packag
ingj preserving; tools; treatment; welding) 

Instrumentation 
Aircraft 
Armament 
Electronics 
Guided Missiles 
Laboratory 
Optical 
Range 

Special Weapons 


Materials 
Chemicals 
Metallurgy and Metallics 

Alloys 
Ceramics and Metallic Mixtures 
Combination Metallic and Non.. 

metallic Materials 
Metallic Sandwich Materials 
Powder Metall urgy 

Non-metallics 

Adhesives and Sealers 

Ceramics 

Elastomers 

Leather 

Paints 

Plastics 


Mathematics and Computation 
Medicine and Biology 

Air Evacuation 
Allergy 
Anatomy 
Aviation Medicine 
Bacteriology 
Biochemistry 
Biomedical Aspects of Special Weapons 
Biophysics 
Dentistry 

1 


I
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• 14-10 Dermatology Inertial 
14-11 Entomology Position Indicators 
14-12 Epidemiology 17-4 Terminal Control of Air Vehicles 
14-13 Immunology Air Traffic Control 
14-14 Military and Field Medicine Ground-Controlled Approach 
14-15 Neurology Homing 
14-16 Neuropsychiatry Instrument Landing Systems 
14-17 Ophthalmology Target Seekers 
14-18 Orthopedics 17-5 Vehicle Guidance and Control 
14-19 Otorhinolaryngology Beam Riding 
14-20 Parasitology Close Cooperation Devices 
14-21 Pathology Command Systems 
14-22 Pharmacology LORAN 
14-23 Physiology Preset Guidance 
14-24 Preventive Medicine Radio Compass Auto-pilots and 
14-25 Radiobiology Coupling to Beams 
14-26 Radiology Radionranging 
14-27 Surg~ry SHORAN 
14-28 Toxicology Stabilization Devices 
14-29 Veterinary Medicine 18 Parachutes (Cargo; decelerator; missile re
14-30 Virology cover; personnel theory of) 
15 Meteorology 19 Personnel Utilization 
15-1 Atmospheric Hydrodynamic.s and Circu- 19-1 Assignment 

• 
lation Temperature 19-2 Evaluation 

15-2 Balloon Probing and Transport System 19-3 Human Engineering 
15-3 Climatology 19-4 Manpower Accounting and Reporting 
15-4 Micrameteorology 19-5 Manpower Supply and Requirements 
15-5 Synoptic Techniques 19-6 Promotion 
15-6 Thunderstorms 19-7 Psychology of Training 
15-7 Visibility 19-8 Psychophysiology 
15-8 Water. Clouds and Hydrometers 19-9 Selection 

15-9 Weather Forecasting 19-10 Training and Education 
20 Photography (Including Aerial Reconnaif!15-10 Winds, Turbulence and Diffusion 

sance Collection)16 Military Psychology 
20-1 Interpretation and Compilation16-1 Intelligence Operations Techniques 20-2 Proce3ses and Devices

16-2 Psychological Warfare Methods Cameras 
17 Navigation and Navigation Instruments and Emulsions 

Equipment Film 
17-1 Ground Reference Navigation Lenses 

Direction Finding Optical Material 
Distance and Position Finding Optics
Ground Tracking Airborne Radar Photo Process Labs 
Map Matching Photosensitive Material and Proc-
Radar Beacons and Markers esses 
Radar Search Printing 

17-2 Navigation Instruments Processing 
Astrograph Data Boards Quality Control 
Chart Projection Methods Titling 
Chronometers 20-3 Techniques 
Computers High Speed 
Driftmeters Infra-red 
Graphic Instruments Micro 
Octants Motion 
Position Indicators Still 

• 
17-3 Self-Contained Navigation Three Dim.ensional 

Celestial Ultra-violet 
Celestial-Inertial 21 Physics 
Dead Recl(oning 21-1 Acoustics 
Direction Instruments 21-2 ElectriCity and Magnetics " 
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21-3 Experimental Physics Security-SEC
21-4 Mathematical Physics .1I 

1 Counter Intelligence
21-5 Mechanics 

1-1 Subversiv. Activities (See INV 5)
21-6 Nuclear, Atomic, Molecular Structure 

Individuals
21-7 Solid State Physics Organizations
21-6 Thermodynamics 

2 Physical Security 
22 Physies (Atmospherics) 2-1 Travel Control
22-1 Acoustics Security of Troop Movements (Per~
22-2 Cloud Physics and Nucleation sonnel)
22-3 Cosmic and Solar Influences 

Security of Materiel Movements 
22-4 Electricity and Ionization (Supply)
22-5 Meteors 2-2 Control of Entry and Exit
22-6 Optics Guarding and Patrolling (Guarding
22-7 Radiation and Patrolling Operations-See
22-8 Structure and Composition 

POL 1)
23 Sociology Identification and Passes
23-1 Demography Physical Safeguards
23-2 Inter~group and Inter-personnel Rela

Barriers, Devices and Equip
tions 

23-3 Morale and Leadership ment 
Visitor Control

24 Special Weapons, Effects and De-fense 
3 Safeguarding Military Information

24-1 Atomic Weapons 3-1 Censorship
24-2 Bacteriological and Biological Wmare 

CivilAgenta 
Military

24-3 Chemical Warfare Agenta (CW) 
Prisoner-of-War

24-4 Radiological Warfare Agenta (RW) 
3-2 Classifying and Marking

24-5 Thermonuclear Weapons 
3-3 Destruction (Incineration and Macera25 Terrestial Sciences 

tion)25-1 Geodesy 
Disclosure and Access25-2 Geology 
Handling and Transmission25-3 Geomagnetisms 
Loss or Subjection to Compromise25-4 Geophysical Aspects of Atomic Weapons 
Reproduction e'25-5 Oceanography 
Storage25-6 Seismology 

25-7 Soil Mechanics 
Supply and Services-SUP 

Relations & Liaison-REL L Distribution of' s~ppiies 
1 Information Services 1-1 Basis of Issue
1-1 Civil Liaison ;,c~lI!)~'il\l;,WrIt"Th;III.~,qr.;",r

Community Relations >Qr,elgn-Azt:Y~I);l,~!1!- {1:c ,,~~rs 
Celebrations and Ceremonies Loan Donation anti Exchan

Fer..t:ltf;~ ~t.'V(.~/.of""',I-'~ a"''''
Holiday Observances Orgamza Ion lJOlts . 


Industrial Liaison Rations 

Speakers Bureau UPRELs 


1-2' Internal Information Personnel 
Base Newspapers Rations 
Commander's Call Tables of Allowances 
Orientation 1-2 Requirements 

1-3 Public Information -Discrepancies 
Information Releases Shortage 
Press Queries 2 Disposition of Supplies and Personal Prop
Press Visits erty (Disposition of Real Estate-See INS) 

2 International Affairs \ 2-1 ,Excess and Surplus Personal Property 
2-1 NATO , Declaration 
2-2 SHAPE . Redistribution 
3 Legislative Relations Sale 
3-1 Congressional Inquiries Salvage 
3-2 Legislation (Proposed-Submitted for 3 Services 

Comment) 3-1 Clothing Sales 
3-3 Legislative Programs 3-2 Commissary Operations 
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3--3 Food Services 4-2 Chemical Warfare 
Menus 4-3 First Aid 

3-4 Laundry and Dry Cleiming 4-4 Physical 
8-6 Mortuary and Grave Registration 4-5 SmaH Arms, Familiarization 

Escorts and Honors 5 Flying Training & Facilities (Schools) 
Headstones and Markers 5-1 Basic 
InteTments and Disinterments 5-2 Bombardment 

3-6 Post Exchange Operations 5-3 Fighter 
4 Storage of Supplies 5-4 Instrument 
4-1 Stock Control-Stock Record Account GCA (Ground Control Approach) 

Inventory and Adjustments ILS (Instrument Landing) 
Memorandum Receipts [>-5 Navigation 
Notice of Shipment 5-6 Reconnaissance 
Requisitions 5-7 Rotary Wing 
Service Stoc1{ (Model, Shop Stock, 5-8 Tactical 

Local Issue) 6 Foreign Trainees 
Shipping Documents 7 Military Training 
Stock Level Control 7-1 Basic Training (Non-flying) 
Vouchers 7-2 Officer Training (Non.flying) 

4-2 Warehousing (Including Open Storage) 8 Professional and Academic Training and Fa-
Preservation and Storage Methods cilities (Schools) 
Space Utilization 8-1 Academic 

6 Supply System Management 8-2 Chaplains 
~ 

6-1 Classification, 'Cataloging and Nomen· 8-3 Dental 
clature 8-4 Legal 

6-2 Conservation and Rationing 8-6 Medical 
6-3 Export Control 9 Technical Training and Facilities (Schools) 

Seizure 9-1 Career Training 
6-4 Packaging and Marking Atomic Warfare 
6-5 Selection, Adaptation and Modification Biological Warfare 

Standardization Intelligence 
Utilization 9-2 Mobile Training:e) 6-6 Stockpiling and Reserves 9-3 On-the-job-training
Strategic and Critical Materials 9-4 ' Special Training

6-7 Supply Directives 10 Training Aids
6-3 Supply Facilities 

11 Unit Training
Ba~e 
Depot 
Unit T ransportation-TRS 

6 Supply Items 
(Further subdivide as required in ac 1 Baggage and Trophies 
cordance with standard classes of supply 2 Commercial 
(AFM 67-1) using class numbers in 2-1 Carr.jer Agreements 
parentheses as secondary subject desig 2-2 Carrier Representation 
nations, viz: SUP 6 (01).) 2-8 Freight (Facilities, Classification and 

Rates) 

Training-TNG Air 
Bills of Lading 

1 Administrative Training and Facilities Chemicals, Explosive and Inflamma
(Schools) bles 

1-1 Administrative Procedures Demurrage 
1-2 Management Training Diversion and Reconsignment 
1-3 Secretarial Training Embargoes 
2 Air Academy Express 
3 Civilian Components Forwarding,' and Loading 
8-1 Air Force Reserve Household Goods 
3-2 Air National Guard Motor Carriers 
3-3 Civil Air Patrol Rail 
4 Collateral Training Car Control and Supply 
4-1 Aircraft Recognition Storage in Transit 
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Water 
Weighing and Inspection 

2--4 Loss and Damages 
2-5 Military Impedimenta 
2-6 Passenger (Facilities, Classification and 

Rates) 
Air 

Civilian Personnel 
Dependents 
Military Personnel 
Remains 

Itineraries and Reservations 
Motor Carrier 
Personally Owned Auto 
Rail 
Subsistence 
Superior Accommodations 
Transportation Requests 
Troop Movements 

Sleeping Accommodations 
Water 

2-7 Routes 
2-8 Strikes 
2-9 Switching 
3 Customs Entry 
4 Military Air Transport 
4-1 Ferrying of Aircraft 
4-2 Integration of Commercial Facilities 

Charters 
Contracts 
Ground Detention 
Regulations (Operating Rights, PAB 

Proceedings, etc.) 
4-8 Lost or Destroyed Aircraft (Cargo 

andlor Personnel in) 
4-4 Non-Revenue Traffic 

Cargo 
Mail 
Passengers 

Civj]jan 
Dependent 
Military 
Retired, Reserve, ROTC 

Revenue Traffic 

Cargo 

Passenger 


4-6 Traffic Regulations 
Capabilities and Allocations 
Clearances 
Documentation 
MAP Traffic 
NATO Traffic 
UN Traffic 

5 Military Motor Vehicles 

6-1 Base Authorized Allowances 

5-2 Bus Movements 

5-3 Drivers QUD.lification and Training 

5-4 General Purposes 


Administration 
Tactical 

5-6 Operations 
5-6 Special Movement Authorizations 
5-7 Special Purpose 
5-8 Tolls 
G Military Sea Transport 
6-1 Billing Procedures (MSTS) 
6-2 Cargo 

Qutturn Reports 
Overseas Destination 

England 
Germany 
Others 

Special Cargo 
Aircraft 
Privately Owned Automobiles 

Z. 	 I. Ports 
HRPE 
NOPE 
NYPE 
SEPE 
SFPE 

6-3 Monthly Reports (MSTS) 
6-4 Passengers 

Civilian 
Dependent 
Military . 
Retired Personnel 
Space Available 

6-5 Port Detachments 
6-6 Stevedoring 
7 Illegal Use of Transport 
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 
3-1 Air Reconnaissance 
8-2 Surface (Weather Stations) 

' •.... 
-. 
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RELATIVE INDEX 

• 

" 

• 


A 

Absence: (Leave) 
Civilinn ______________________________CIV 10 


Annun'-- ___________________________ClV 10-1 

Sick _______________________________ CIV 10-2 

Without Pay________________________ CIV 10-3 


Military _____________________________ MIL I 

Desertion. _________________________ MIL 1-2 

Emergency_________________________ MIL 1-3 

Without Leave (AWOLJ _____________ MIL I-I 


Academic:
Sehools______________________________ TNG 8-1 

Trainlng.__________ • _. _______ •• ______TNG &-1 


Academy, Air ____________________________ TNG 2 


Acceptance and Inflpection. Quality ControL.PRO 12-1 

Access, MSlitn.ry Inrormat;on_______________SEC 3-4 

Accession, Civilian Personnel ________________ CIV 1 

Accessoriel'l : 


Aircrart: 

ElectricaL ________________________ R&D 1-5 

MechanicnL ______________________ R&D 1-9 


Bomb_______________________________ R&D 2-5 


Communications__________ • ___ •• _____ .R&D 4-1 

Engine. __________ • __ • ___ • __________ .R&D 6-1 

Guided Mij.;siles ______________________ R&D 9-2 


Accident.'!, Ground Safety______________I!4_~nML 3 

Account, Stock Record _____________________ SUP 4-1 


Accounting:

Appropriation.____ • ___ • _______ . ___ • __ .FIN 1 

Cost_________________________________ FIN 5 

Expense_______ , ______________________ FIN 6 

General Ledgcr ________________________ FIN 7 

IntcrnlltionaL ____ • ___ • _____ • ___ • _____ FIN 8 

Mnnpowcr (Utilization) _______________ R&D 19-4 

Monetary Property ____________________FIN 9 


Procedures: 

Expense Ar.counting _________________FlN 6-1 

General Ledger Accounting ___________ FIN 7-1 


Salvage and Surplus MateriuL __________ FIN 13 

Accounts: 


Communication___________ • _________ .COM 1-1 

Cost_________________________________FIN 5 

Cryptography________________________ COM 2-1 

Expense_____________________________ ,.FIN 6 

General Ledger _______________________ FIN 7 


Acoustics: 

Communion-tions. _________________ ._ .R&D 4-'2 

Physics______________________________ R&D 21-1 


Atmosphcrics ______________________ R&D 22-1 

Acquisition. Real Estate_____________,_______ INS 4-1 

Act, Civil RelieL _________________________ LEG 3-1 


Action, Disciplinary ___________________ • __ .elv 4-1 

Activation ______________________________ .MGT 8-1 


Activities: 

PM Report oL _______________________ POL 1-12 

Cultural (ChaplainsJ __________________ MIL 4-1 


Political: 

Civilian____________________________ elY 4--3 

Military ___________________________ MIL 12 


Suhversive _____________________ SEC 1-1
oO _____ 

Adjustments, Inventory of: 
Supplie.______________________________ SUP 4-1 


Admini.!ltration: 
Auditing_____________________________ FIN 2-1 

Confinement ______________ .. ___________ POL 2-2 

Contract _______ .. _____________________ PHO 1 

Dental Clinic________________________ MED 2-1 

Dil'lpcnl'lary____ .. _____________________ MED 4 

Fino.n<:ill.l ____________ .. ________________ Fl N 


.,J\,;Fund. (IludgctJ _______________________ FIN 4-1 
 ...,:HospitaL ___________________________ MED 4 

LcgnL ______________________________ LF.G .~. 

Military Justicc _______________________ LEG 1 .,. 

Pay: ,""~:Civilian ____________________________ CIY 11 


Milit"y ___________________________ MIL S i: 

Personnel: ·';"'1'·


Civi)i:ln ____________________________ CIV ~~: 
Military _________________ .. _______ .. _M[[~ :~.: 

~. I.Policc __________ : ____________________ POL 1 . , 
Prison_______________________________ POL 2-4 .! 

Administrative: 
}'unotions ___________________________MGT 2 

InspcctiomL ____________ .. ___ .... ____ .. ___ [NY 1 

Management _______ • __________ .. _____ MGT 


Charts____________________________ MGT 2-2 

Procedurf's, Training in________________TNG 1-1 

R('sponsibiHties ______________________MGT 2 

Schools______________________________TNG I 

Tr:lilling________________ .. ___________ ..TNG 1 

Vi:-;it.s ______ .. __ .. ___ .. _________________I1';V 1 


Advance Payment of Contracts _____________ PRO 2-1 

Advertising-Formal Contmcts ______________ PRO 3-4 

Aerial Mapping a.nd Chartlng ______________ PHO 1 

Aerodynn.mics, Aircra.rt ____________________ :R&D 1-1 

Aeromedical Evacuat.ion_~ ________________ MED 1 

AeronauticallnCormation Publications ______ MAP 1 

Affairs: 


.International Rebtions________________ REL 2 

PersonaL ____________________________ MIL 10-10 


Agencies, Eecle::::iasticnl: 

Indorsing (Chaplains) _________________ MIL 4-2 


Agreements:
Carrier______________________________TItS 2-1 
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Exchange______________________ ._. __ .MAP 6 

International Accounting _______________ FIN ~l 
Photography (Cro.a Servicing) _________PHO 1-1 


Aid Society, Air Force _____________________ MIL 10--1 

Aids: 
Navigation Operations _________________OPS 8-1 

Training_____________________________TNG 10 


Facilities. _________________________ .INS 1-12 

'; : Air: 

Academy____________________________ TNG 2 

Attaches _____________________________ INT 1-1 


Base Equipment _____________________ .R&D 7-1 

Bases, Use oL _______________________ .OPS 1 

Control Tower ________________________ OPS 2-3 

Crew Effectiveness .. ________________ .]\fED 3-1 

Evacuation. _________ . _ . ___ . ________ .R&D 14-1 

Facilities, Inte11igence Estimates of______ INT 2-1 

Ground Roscue ______________________ .OPS 6-2 

Materiel Estimates ____________________INT 2-2 

National Guard Training _____________ .TNG 3-2 

Order of Battle _______________________INT 2-3 

Reconnaissance______________________ ,\YEA 3-1 


Routes: 
Operations __ ~ __ _ . __________________OPS 2-2 


Sea Rescue ___________________________ OPS 6-3 

Target Materials_____________________ MAP 2 

Traffic ControL______________________OPS 2 

Transport Service _____________________TRS 4 

Vehicles, Terminal COntrol ____________ R&D 17-4 


Air Force: 

Aid Society __________________________ MIL 10-1 

Film Review Boa.rd__ ~ ________________PllO 6-} 


Personnel Assigned to other US Armed 

Services and other COuntries _________ MIL 2-1 


Reserve:

Orders_____________________________PUB 1-1 

Training ___________________________ TNG 3-1 


With other Countries, Reassignment of _.MIL 2-1 

Airborne: 


Communications Systems _____________ COM 3-1 

Research __________________________ FUkJ) 4-3 


Radar OperatioDS_____________________OPS 5-1 


Aircraft: 
Armor (Armament) ___________________R&D 2-1 

Clearance (Traffic) ____________________OPS 2-1 

ControL _____________________________ OPS 5-2 

Crash Rescue (Facilities) _______________INS 1-5 

Dispatch (Traffic) _____________________OPS 2-1 

Ferrying oL_________________________TRS 4-1 


Instrumentation______________________R&D 11-1 

Lost or Destroyed_____________________TRS 4-3 

Reaearch _________________________ "__lt&D 1 

Warning _____________________________OPS 5-2 


AJrfield. __________________________________ II<S 1-1 


AJrlifts, Operation. oL____________________OPS 6-1 


Alighting Gear: (Re.earch) 
Aircraft _____________________________ R&D 1-2 


Guided Missilcs _________ ; ____________ R&D 9-1 

AUergy__________________________________ R&D 14-2 


Allied, Prisoners of War___________________MIL 13-1 
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Allocation: 
Advice 01-- ___________________________ FIN 1-2 

Fund._______________________________FIN 1-2 

Status oL ____________________________FIN 1-2 


Allotments: 
Advice 01. ____________________________FIN 1-2 

Pay_________________________________ ~1IL 8-1 


A1lowances: 
Clothing _____________________________ MU, 8-4 

Pay_________________________________ MIL 8 

Quarters_____________________________ MIL 8-9 

Subsistence___________ _~ __ ____________ MIL 8-10 

Vehicle. (Base) ______________________ 5RS 5-1 


Amateur Radio __________________________ COM 3-2 


America.n: 
Prisoners of War ______________________ MIL 13-2 


Red Cross: 

Contributions to ___________________ADM 3 

Services of. ________________________ MIL 10-2 


Ammunition, Armament___________________ R&D 2-2 

Anatomy (Rescarch) ______________________ R&D 14-3 

Analysis:


Arnlarnent___________________________T:L&D 2-3 

MeteorologicaL __ . ___________________WEA 2 

Operatil?ns___________________________ pOPS 9 

OrganizationaL ___________________ ~ __ MGT 6-2 

Program____________________________ MGT 6-3 

Target_______________________________INT 4-2 


Analytical Physical (Chemistry) ____________ R&D 3-1 

Annexes (Intelligence) _____________________ INT 1-9 


Annual: 

Budget Authorizations_____________ ~ ___ FIN 1-3 

Financial Plan ________________________FIN 4-1 


Appeals, Civilian PersonneL ________________CIV 12-3 

Appellate, Review and Procedure ___________ LEG 1-1 

Application for Employment~_______________CIV 15-1 

AppoiDtment, Military ____________________ MIL 14-1 

Approach Charts _________________________ MAP 13-1 


Appropriation:
Accounting___________________________FIN 1 

Law_________________________________ FIN 4-1 


Approval of Cost (Contracts) _______________ PRO 1-2 

Aprons (Facilities) _________________________INS 1-1 

AJtnaJnent_______________________________FUkD 2 


Analy,is_____________________________R&D 2-3 


Instrumentation ______________________R&D 11-2 

Armed Forces Special Weapons Project. 


Liaison with _________________________ pOPS 3-1 


Armed Services with AF: 
Assignment oL _______________________ MIL 2-2 

Reassignment oL _____________________ MIL 2-2 


Armor, AJrcmft __________________________R&D 2-1 

Arrests __________________________________POL 1-6 


Assignment:
Attached_____________________________ MIL 2-3 


Military PersonneL ___________________MIL 2 

OrganiZAtionAl Units__________________ MGT 8-2 

Permanent Change of _________________ MTL 2-5 

Personnel Utilization, Research on ______R&D 19-1 

Procurement Responsibility ___________ .PRO 8--1 


• 

,  • 
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Assistance: 
Contractor, TcchnicaL ________________ MTN 2 

LegaL______________________________LEG 3 


Atmospheric Hydrodynamics 

Temperature (Metecrologyl ____________ R&D 15-1 


Atomic: 
Energy Commission, Liaison with _______OPS 3-1 

Structure, Physics ____________________ R&D 21-6 

Warfare ______________________________ OPS 3 


Liaison_____________________________OPS 3-1 

Maneuvers. ________________ . ______ .OPS 3-2 

Schools____________________________TNG 9-1 

Tests______________________________OPS 3-3 

Training ___________________________ TNG 0-1 


Weapons (Effects 'and Defense)_______ R&D 24-1 

Attorney, Power oL______________________ LEG 3-2 


Auditing________ .------------------------FIN 2 

Auditor's Records. __ . ____________________ .FIN 2-2 

Audits:


Contract_____________________________ FIN 2-3 

IndustriaL ___________________________ FIN 2-3 

InternaL____________________________FIN 2-4 


Iutra-Air Force _______________________FIN 2-4 

Authority: 


Delegation oC ___ __________________ _.MGT 2-4 

Procurement- _____________________ .PRO 8-2 


Designation oL______________________ MGT 2-4 

Initiation of PUl'chasc. _______________ .PRO 8 

Police_______________________________POL 1-1 


• 

Procurement. _____ ___________ _______ .PRO 8 


Authorizations: 
Annual Budget ________________________ FIN 1-3 

Frequency (Radio) ___________________ COM 4-4 

Special Movement ____________________TRS 5-6 


Aviation: 

Cadet Pay___________________________"lIL 8-2 

Medicine____________ _______ __ ______ _:\1:ED 7-1 


Research ____________________ __ ____R&D 14-4 


Awards: 

Civilian ______________________________ CIY 12-1 

Contr.ct_____________________________PRO 3-3 

1iilitary__________________________ ._.~1IL 9-2 


B 

Bacteriology Research _____________________R&D 14-5 

Baggage, Transportation of_________________TRS 1 

Bailment, Property________________________PRO fl-l 

Balloon Probing and Transport 


System (Mctcorologyl _________________R&D 15-2 

Band. (Scrvicel___________________________ MIL 10-3 


Bankin~----------------------------------FIl< 3 

Base: 


Authorized Allowances, Vehicles ________TRS 5-1 

Supplies, Faci1ities ____________________SUP 5-8 

Trust FlInds__________________________FIl< 10-3 


• 

Veterinary Service ___________________ :VIED 8 


Bases, Air (Use of) ________________________OPS 1 
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Baaic: 

Flying:
School.____________________________TNG 5-1 

Training___________________________TNG 5-1 


Training (Non8yingl __________________TNG 7-1 

Basis of Issue, Supplies ____________________SUP 1-1 

Bacteriological Warfare Agents _____________ R&D 24--2 


Battle: 
Air Order of._________________________INT 2-3 

Casualties ___________________________ MED 3-2 


Benefits__________________________________ MIL 8-3 

Billing Procedures, MSTS __________________ TRS &-1 

Binding (Publicationsl _____________________PUB 2 


Requirements ________________________PUB 2-1 

Biochemistry Research ____________________R&D 14-6 


Biological: 

Defense, Preventive Medicine _________ MED 6-1 

\Varfare 


Agents _________ . __________________ R&D 24--2 

Schools____________________________TNG 9-1 

Training___________________________TNG 9-1 


Biology Research_________________________ R&D 14 

Biomedical Aspects of Special WeapoDS ______R&D 14-7 

Biophysics Research ______________________R&D 14-8 

Boards, Civil Service Examiners _____________CIV 15-2 

Boats, Utility ________________ • ____________ TRS 10 

Bomb Accessories, Research _______________R&D 2-5 


Bomb:udment: 

Flying:
Schools____________________________TNG 5-2 

Training___________________________ TNG 5-2 


Operations__________ . _____ ____________OFS 6-4 


Bombs, Armament (Rescarch) _____________ ft&D 2-4 


Banda: 

Contract_____________________________ !lRO 3-1 

Sa.vings ______________________________ FIN 11 

Surety_______________________________ FIN 15 


Bonus, Enlistment_. _. ____________________ ":\HL 8-5 


Book: 

Department Funds ____________________ FIN 10-1 


Briefing, Intelligence ___________________ . __ INT 1-2 


Budget: 
Air Force Code _______________________FIN 4-2 


Annual AuthorizatioDS _________________ FIN 1-3 

Estimates___________________________ .FIN 4-3 

FederaL _____________________________ FIN 4-4 

Office_______________________________ AIlM 2 


Program Management _________________FIN 4-1 

Structures____________________________ FI~ 4-2 


Budgeting _______________________ _______ _.FIN 4 

Office________________________________OFF 2 


Building Equipment____ _______________ _.. __ INS 1-2 

Buildings_________________________________ INS 1-3 


Burial: 
Civilian______________________________ClY 5 

Military_:.___________________________ MIL 10-8 


Bus Movements __________________________TRS 5-2 
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c 
can for E,timates _________________________FIN ~ 

.;~ Campaigtl~: , :n 	 Charity_____________________________ ADM 3 

Public Intcrrst_______________________ ADM 3 


Capabilit.i<'S, Estimates___________________ ,. .INT 2-4 

Capacity. Ho~pitul (Beds) _________________ MED 4-1 

Captured Muwriels _______ ,. ________________ INT 1-3 

Cards, Ident.ification ______________________ MIL 6-3 


Career, Development: 
.~~ CiviliO'Il ______________________________ .elV 2 


Military______________________________ MIL 3 


Cargo:
:f MATS 

Non-Revenue___________________ ,. _____TRS 4-4 

Revenue.,. ___________________________TRS 4-5 


MSTS_________________________________TRS 6-2 


Carrier: 
Agrerments___________________________TRS 2-1 


~, , Rcpres~ntation_____________ ___ • ___ • ___TRS 2-2 

"'. 

Troop (Operations) ____________________oPS 6-10 

.. 	 Cll8u:ll. Pri!!oners___________________________ POL 2-1 


CllSualtics, Battle. _______________________ MED 3-2 

, 

'".}~~ Casualty:
-,.Ii Assi!ltnncfL ___________ . ___ . ___________ MIL 10-4 

~:,~ Nbtifi,"ation ______________ . ___________ MIL 10-5 

~/. Reporting ______________ . _____________ MIL 10-5 

~,:~ CataloJdng SuppJies ________________________SUp 5-1 


Celebratiuus, Public _______________ . _______ REL 1-1 

CensorRhip_ . _____________________________ SEC 3-1 


Center! Operations: 

Communications_____ . _______________ COM 1 

Relay_______________________________COM 1-3 


Central: 


Funds: 

Base _______________________________ FIN 10-3 

Mr,, ______________________________FIN 10-2 

.Wclfare____________________________FIN 10-3 


Ceremonies. Public ____________ . ___________ REL 1-1 

Certification. Civilian Payrolls ______________FIN 11 

Change of Name _________________________ MIL 6-1 


Changes: 

Cont.racts____________________________ PRO 4-1 

Engineering____________ ._. ___________ PRO 9-2 


Chaplaincy_______________________________MIl, 4 


Chapla:ins :
Funds_______________________________FIN 10-2 

School•. _____________________________TNG 8-2 

Training_____________________________TNG 8--2 


'C~arges, Sta.tement oL ____________________FIN 14 

Charity Campaign' ________________________OFF 3 


Charting:
Photography_________________________pHO 1 

Projects_____________________________pHO 1-3 


Charts: 
ApVroach____________________________MAP 13-1 

Cloth _______________________________ MAP 13-3 

Crash Grid _________________________ .MAP 13-4 
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DcvE'Jopmr:ont of 

AerOimutica.L ____ . _________________ MAP 4 


Distribution of •AeronauticaL ___________________ . __ MAP 5 

Equidist.nL_________________________ MAP 13-5 

Evasion_____________________________ MAP 1:H1 

Experimental __________ ._. ___________MAP 4-1 

Hydrographic________________________ MAP 7 

Navigation. _________________________ MAP 13-7 

Organizational_______________________MOT 7-4 

Planning. AeronauticaL _______________ MAP 13-2 

PortrayaL_______________ ._. _________MAP 4-2 

Presentation___________ . _____ . ___ . ___ADM 4 

Rod", Trat:king______________________ 
Radio Facility _______________________ 
SpeciaL_____________________________ 
Standard Serie. ______________________ 
Stocking of (Aero Charts) _____________ 
Strategic____________________________ 
T"'geL _____________________________ 

Test and Evaluation Aero Charts ______ 
Weather____________________________ 

World. AeronauticaL _________________ 

MAp 13-8 

MAI' 1-5 

MAI' 12 

MAp 13 

MAp 3 

MAp 13-9 

MAp 2-4 


MAP ~ 
MAp 13-10 


MAP 13-11 

Check, Flight (R.dio) ____________________ COM 4-3 

Chemical \Varrare: 

Agents ______________________________R&D 24-3 

Scbools______________________________TNG 4-2 

Training________ . ____________________ TNG 4-2 


Chemicals, Materiels ______________________R&D 12-1 

Chemistry___ . ___________________________ MD 3 


Circulation Temperature __________________R&D 15-1 

Civil: 


Air Patrol Training ___________________ TNG 3-3 

Liaison _________ ~ __ __________________REL 1-1 
 •

Police. ___________________ .. ________ POL 1-2 

Relief Act ____________________________ LEG 3-1 


Service Examiners, Board of. ___________CIV 15--2 
Civilian: 

Buli.ls_______________________________CIV 5 

Career Deve1opment ___________________CIV 2 

Components Training _________________TNG 3 

Death________________________________CIV 5 

Demotion ____________________________CIV 14 

Detailing Employees ___________________CIV 6 

Dr.ft Deferment______________________ MIL 14-2 

Loyalty Investigations _________________INV 5-1 

Morale_______________________________CIV 7-6 

Passports________________________ ~ ___ _elY 18-1 

Payroll Operations ____________________FIN 11 

Placement____________________________CIV 15 

Promotion____________________________CIV 14 

Recreation ____________________________ CIV 7-6 

Recruitment __________________________CIV 15 

Security Investigations _________________INV 5-1 

Separation________________________ . ___CIV 17 

TraveL ______________________________CIV 18 

Visas _________________________________ CIV 18-1 

Welfare Funds ________________________ FIN 10-3 


Claims: 
Accounting___________________________ FIN 1-4 

Oivilian Employees ____________________CIV 11-1 


• 
.~. 
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LegaL______________________________ LEG 2 

Readjustment. _______________________ PRO 13-1 


Clandestine: 
Opr.rations. ____ • ______________ . _____ .OPS 4 

Sources (Informationl _________________INT 1--4 

Classification: 

Career, Military ______________________ MIL 3-1 

Position, Civilian ______________________CIV 13 

Supplies______________________________SUP 5--1 


CI....ifying (SecuritYl ______________________SEC 3-2 

Clearance Aircraft. _______________________ OPS 2-1 


J 

Clemency:
COrrections___________________________POL 2-7 

LegaL______________________________LEG 1-2 


Climatology _____________________________WEA 2-1 

Research ____________________________R&D 15--3 


Clinical Records _________________________ MED 4--2 


Clinics: 

Denta] Administration ________________ MED 2-1 

Dietary_____________________ , _______ MED 7-2 

MedicaL.___________________________ MED 7--4 

Prof..sionaL ________________________ MED 7 

SurgicaL___________________________ MED 7-8 


Clothing:
Allowances__________________________ .MIL 8-4 

Equipment, Reaearch _________________ R&D 7-2 

Sal.. Services_________________________ SUP 3-1 


• 

Clouds: 


Atmospheric Physics __________________ R&D 22-2 

Meteorology _________________________ R&D 15--8 


Code., Radar Return _____________________MAP 2-2 

Collateral Training _______________________ TNG 4 


Collections: 
Aecounting, AppropriatioD _____________ FIN 1-5 

Intelligence____________________ .. _. __ .INT 1 

Refuse.. _. _________ . _ . ______________ .INS 1-10 


Color Policy, Photography _________________ PHO 7-1 


Combat: 
Electronics...... _. _______ . ____________OPS 5-3 


Applications (Researchl _____________ ll&D 5--1 

Combined War PlaDS ______________________OPS 10-1 


Command: 

Jurisdiction __________________________ MGT 2-3 

Personnel Records ____________________ .. MIL 7-1 

Prero~tives--- ______________________MGT 2-3 

Welfare Funds ________________________ FIN 10-3 


Commendations 

CiviHan ______________________ .. ____ . _.CIV 12-1 

Military _____________ ___ _______ . __ ___ ~-HL 9-1 


Commercial: 

Facilities: 


Integration oL _____________________ TRS 4-2' 

Radio____________________ . ____ __ __ COl\:{ 4-1 


Transportation _______________________TRS 2 

Freight____________________________TllS 2-3 


Commissa.ry Operations ____ . ______________ .SUP 3-2 

Commitments (Financial) _______ __ _________FIN 1-6 

Communications __________ __ _ . ___________ COM 


Accounts ______ . _____________________ COM 1-1 


• 

Amal.eur Radio ______________________COM 3-2 


• 
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Center Opr.rntions. ___________________COM 1 

Collection (Interception of 


Intellig.mce Informationl _____________ I:-1T 1-5 

Cryptosecurity______________________ "COM 2-1 

Plant-in-Place (Facilitiesl _____________ COM 4--5 

Relay Centers _______________________COM 1-3 

Research ___________________________ . R&D 4 

Security_____________________________COM 2 


Crypto____________________________ 

Physico'- __________________________ 

Transmission _________________ . ____ 

Systems_____________________________ 
Airborne __________________________ 

Research 

COM 2-1 

COM 2-2 

COM 2-3 

COM 3 

COM 3-1 

R&D 4--3 

Compensation
Death, for __________________________ ,_CIV 3 

Injury, for ____________________________ CIV 3 

Pay_________________________________ MIL 8-3 


Compilation, Photography _________________1l&D 20--1 
Compla.ints: . 


Investigation oL. _____________________INV 2 

Police, to. ___________________________POL 1-3 

Prisoners __________________________ . _POL 2-5 -

Compliance, Technical Orders _____________MTN 9 

Components: 

Aircraft, Research on _________________ 
Civilian Truining (Reserve) ____________ 
Electronics. Research oD_______________ 
Guided Mi",ilcs Itesearch ______________ 

Composition, Atmospheric Physics ____ . _____ 
COmputation_____________________________ 
Computers, Armament ____________________ 

Conduct:
Civilian. 

R&D 1-3 

TNG 3-1 

R&D 5-2 

R&D 9-2 

R&D 22-8 

R&D 13 

R&D 2-6 


CIV 3--4 

Disciplinary Actions ___________ ._ . _____ CIV 4-1 

Favors and Gratuities____ • ____ ~ __ • _____CIV 4-2 

Military _____________________________ MIL 5 


Conference Rooms __ . ________ .ADM 8-1
p __________ 

Confinement: 

Administration ________________ . __ ._. _1>OL 2-2 

Operations ____________ . __________ p POL 2-3 


Congnlssional Inquiries _____________ . _~ ____ REL 3-1 

Conservation: 


Practiccs _______ . ____________________ MTN 1 

Supplies______________________________SUP 5--2 

Constitution of Organizations _____________ .MGT 8-3 


Construction: 

Facilities ________________________ . __ . _ INS 1 

PI,nning _____________________________ INS 3-1 


Contract: 
Aliministrn.tion_. _____________________ 
Ch.nges _____________________________ 
Financing__________ . __ . ______________ 
Placement ___________________________ 
Specifications_____________ . ___________ 
Types _______________________________ 

Contractor: 
Employees:

Loyalty ____________________________ 

PRO 1 

PllO 4--1 
PRO 2 

PRO 3 

PRO 3-8 

PRO 4--2 

INV 5--2 
Security____________________________ INV 5--2 

Loyalty______________________________ INV 5,-3 
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Records 

Contrac.tual Instruments. 

Control: " " 
Air Traffic 
AircrafL 
Auditing 
Entry and Exit 
EXport 
~9r~ 

Guided Missiles 

Message 

______________________________PRO I-I 

Security______________________________INV 5-3 


Technical Assistance __________________ MTN 2 

__________________ PRO -l 


____________________________ OPS 2 

_____________________________OPS 5-2 

_____________________________ FIN 2--1 


_______________________SEC 2--2 

_______________________________SUP 5-3 

_____________________________ .PtAB 9 9 


______________________R&D 9-8 

Industrial Property ___________________PRO 6-3 

Insects_______________________________INS 1-7 


_____________________________COM 1-2 

Projection Prints _____________________PHO 2-1 

Quality (Contro.cts) ___________________PRO 12 

Rndent_______________________________ INS 1-7 

Space___ ., __________________________ADM 8 


Stations (Radio and Wire) _____________COM 4-2 

Stock________________________________ SUP 4-1 


Leve"'__________________________ - __ SUP 4-1 


Tower Operations. __________ . ___ . _____OPS 2-3 

Traffic_______________________________POL 1-\4 

Tra.vel: 

Priorities_____ . _______ ._. ___________TRS 9 


" Security____________________________SEC 2-1 

Utilization (photography) _____________PHO 7 

Vehicle, Air, Research OD_____________ .R&D 17-5 

Vermin_______________________________INS 1-7 

Visitor> (Security)_____________________ SEC 2--2 


r 

~ 

., 

L<::On.trolled Material.______________________PRO 7-3 

Coordina.ted Procurement. _____ . __________ .PRO 3-2 

Coordina.tion, PublicatioIlS_________________PUB 4 


, Copyrights _______________________________ LEG 5-1 

COrrections_________________ . ___________ ..POL 2 


rC:O""eSllOnde,,cePractices ___ --- -- -- __ -- ___ MGT 1-1 

Cosmic, Influence. ________________ . _______ R&D 22-3 


Cost: 
Accounting___________________________FIN 6 

Reimbursement Contrncts ______________ PRO 1-2 


Counseling (Chapln.ins) ____________________ MIL ~1 


Counter Intelligence _______ _______ . ________SEC 1 


: Courier: 

Equipment__________________________MGT 9-7 

Service______________________________MGT 9 

System_____________________________ MGT 9-1 


Transfer Stations (CTS) ______________ MGT 9-1 


I Courts-.MartiaJ;
GeneraL____________________________LEG 1-3 

Orders _______________________________PUB 1-2 

Special. _____________________________LEG 1-4 

Summary____ ._. _____________________LEG 1-5 


!-- Crash Rescue, Air (facilities) ________________INS" 1-5 

Criminal Investigations ____________________INV 3 

Cryptography Accounts ___________________COM 2--1 
Cryptoseeurity___________________________COM 2-1 

Cultural Activities (Chaplains) _____________ MIL 4-1 

Currency_________________________________FIN 3 

Custodial Scrvices _________________________INS 1-4 
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Customs Entry ___________________________ TRS 3 

MateriaL ___________________________ PRO 7-3 
 • 

o 

Damages, Transportation ___________ . ______ TRS 2-4 

Data, Perfonnance (Materiel) _____________ ;\·ITN 6 

Data Sheets:

Geodetic ____________________________ MAP 2-1 

Reliability (Air Target) _______________ MAP 2--3 


Death:

Civilian______________________________CIV 5 

Compensation for __________________ . _ .CIV 3 

Separation by________________________ MIL 17-1 


Decorations________________________ ____ __ MIL 9-2 

Deductions, Retirement ____________________FIN 11 

Defense: 


Biological (Medicine) _________________ MED 6-1 

War Plans ____________________________OpS 10-2 


Delayed Pay_____________________________MIL 8-8 

Delegation of Authority ___________________ MGT 2-4 


Procurement_____ ___ _________________PRO 8-2 

Delivery Schedules ________________________PRO 9-1 

Demography, Sociology ___________________R&D 23-1 

Demolitions______________________________ R&D 2-7 


Demotions: 
Civilian ______________________________CIV 14 

Military_____________________________ MIL 15 


Dental: 

Clinic Administra.tioD _________________MED 2-1 

Equipment (Research) ________________R&D 7-4 

Health Record. ______________________ MED 2-2 
 •Schools______________________________TNG 8-3 

Special Mn.terials ____________________ MED 2-6 

Training_____________________________TNG 8-3 

Treatment__________________________ MED 2-7 

X-Ray______________________________ MED 2-3 


Dentistry_______________________________MED 2 


Preventive__________________________ J\,fED 2-4 

Research ______________________ _____ .R&D 14-9 


Depot: 

Cost Accounting ______________________FIN 5-2 

FaciHties _____________________________ SUP 5-8 


Dermatology, Research ____________________ R,&D 14-10 

Desertion_____________________ ~ ________ __ MIL 1-2 

Design:


Aircraft. ____________________________R&D 1-4 

Criteria (COnstruction) _________________INS 3-2 

Guided Missiles ______________________R&D 9-3 


-, 
Designation:

Authority ___________________________ MGT 2-4 

Orgnnization_________________________MGT 8-4 


Desk Journal __________________________ . __ POL 1-10 


Destroyed: 
Aircraft: 

Cargo_____________________________TRS 4-3 


Lost Personnel in ___________________TRS 4-3 


Destruction: 

Emergency, (of) Records ______________ :\·IGT 1-2 
 •

• 

/~ 
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Incineration ______ •• _________________ .SEC 3-3 

Loss or Unauthorized, of Records ______ MGT 1-2 

Maceration__________________________ .SEC 3-3 


Detachment, Port.________________________TRS 6-5 

Detailing Employees _______________________ CIV 6 


Development: 

Career: 


Civilian. _____ • ____________________ .CIV 2 

Military___________________________ MIL 3 


Devices, Photography Researeh aD. ________ R&D 20-2
Dietary (Servic,," & Clinics) _______________ MED 7-2 

Diffusion (Meteorology). ________ • _____ • __ .R&D 15-10 

Directives: (See also Publications) 


Procurement. __ • __________________ ._ .PRO 8-3 

Supply_______________________________ SlJP 5-7 


Disbandment of OrganizatioDs _____________ MGT 8-5 

• Discharge_______________________________ .MIl.. 17-2 


Disciplinary Action _____ • ________________ ._CIV -1-1 

Discipline:
Military_____________________________MIL 5 

State oL____________________________ POL 1-13 


Disclosure, Secwity Information___________ .SEC 3-4 

Discontinuance of Organizations___________ MGT 8-6 

Diseases ________________________________MED 3-3 

Disinterments ____________________________ SUP 3-5 


Dispatch:
AircrafL _____________________________ OPS 2-1 

MaiL______________________________ ADM 5 


Dispensary Administration •• ______________ MED 4 

Dispensing, Liquid and Fuel System _________ INS 1-8 

Disposal:


Property (Rcadjustment) ______________PRO 13-2 

Real Est.te___________________________INS 4--2 

Records (of) _________________________MGT 1-2 

Refuse (Facilities) _____________________INS 1-10 


Disposition:
Offenders Reports _____________________ POL 1-4 

Personal Property_____________________SUp 2 


. Schedules ___________________________ MGT 1-2 

Supplies______________________________ SUP 2 


Dissemination of InteUigence I~formation____INT 1 

Distribution: 

Charts and Maps _____________________ MAP 5 

Fuels _______________________________ R&D 8-7 

Lubricants___________________________R&D 8-. 

MaiL______________________________ AD~J 5 

Messages______ • _____________________ COM 1-2 

PostaL _____________________________ MGT 0-2 

Projection Prints_____________________ PHO 2-1 

Publications_____________ ~ ____________PUB ~-1 


Supplies______________________________SUP 1 

Tables of Manpower _________________ MGT 7-1 


Ditto Reproduction _______________________ PUB 2 

Documenta.tion__________ • _______________!\OiGT 1 


HistoricaL. _________________________ MGT 4 

Photography _________________________ PlIO 6-3 


Documents: 
Intelligence ___________________________ INT 1-6 

Shipping_____________________________ SUP 4--1 


Domestic, Air Base (Use of) ________________OPS 1-1 

DoBBiOlll, Target__________________________ INT 4-4 
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Draft Deferment__________________________ MIL 14-2 

Drivers, Qualification and Training__________TRS 5-3 

Dry Cleaning Service ______________ . _______ SUP 3-4 


Duty:
Flying Status_________________________ 

Inactive: 
Separation _________________________ 
Trnining Pay_______________________ 

Rele..e from _________________________ 
Temporary___________________________ 
ToW'!l, Civilian________________________ 

MIL 2-4 


MIL 17-3 

MIL 8-7 

MIL 2-. 

MIL 2-8 

CIV 9-1 


E 

..,
Ecclesiastical Indorsing Agencies (Chaplains)_MIL 4-2 

Editorial Policy, Publications _______________PUB 3-2 
 ....... 
Education:

IlependenIB __________________________MIL 19-6 

Off-Duty_____________________________ MIL 19-6 

Religious _____________________________ MIL 4-7 

~earch ____________________________Jl&Il 10-10 


Eft'ecti veness : 
Air Crew (Health) ___________________MED 3-1 

Evaluation (Performance) ______________ MIL 9-3 


Electrical: (~.arch)

Aircraft Accessories ___________________R&D 1-5 

Guided Missiles EquipmenL ___________R&D 9-4 

Parte_______________________________Jl&D 5-4 


Electricity: (Research) 
Atmospherics Physics _________________ R&D 22-4 

Physic, ______________________________R&Il 21-2 


E1ectromagnetics:
Electronics________ • __________________R&D 5-3 


Electronics: 

Collection and DissemiootioD___________ INT 1-5 


...~".,Combat (System) _____________________OPS 5-3 . ~. 

Counter MessuTeS ___________________"_R&D 5-1 

Instrumentation______________________R&D 11-3 

Parts________________________________R&D 5-4 

Research ________________ • ___________ R&D 5 

Systems OperatioD8 ____________________0PS 5 


Emergency Destruction of Records _________ MGT 1-2 

Emp1oyees: (Civilian) 

Claims_______________________________CIV II-I 
Detailing_____________________________CIY 6 

Fair Employment Practices _____________CIV 7-2 

Food Servicc, fOf ______________________CIV 7-4 

Grievances________ • __ • ________________CIV 7-3 

Groups_______________________________CIY 7-1 

Housing______________________________CIV 7--1 

Indeht~dness__________________________ CIV 11-2 

Insurance____________ • ________________ OIV 7-5 

Relations ____________________________ .ClV 7 

Trallil--portation. ______________________ .OIV 7-4 


Employment: 

Fair 'Practices________________________ .CIV 7-2 

Overneas_____________________________CIV 15-3 

Records ______________________________ CIV 8 


Enemy, Presoners of \Var __________________ MIL 13-3 


55 



AFM 181-4 


Engine m.searehl •••••••••••••••••••••••.R&D 6 

AccesllOri.............................R&D 6-1 

Instruments••••••••••••••••••••••••••R&D 6-2 


Engineering: 
Changes (Prcductionl •••••••••••••••••PRO !i-2 
Human, Research in __________________ R&D 19-3 


1 . . Installation Planning ___________________ INS 3 

Materiel Maintenance. _____ . _________ MTN 


Enlistment••••••••••••••••••••••••••••••• MIL 14-1 

Bonus•••••••••••••••••••••••••••••••MIL 8-5 


Entertainment Services •••••••••••••••••••.MIL 10-7 

Entomology•••••••••••••••••••••••••••••R&D 14-11 

Entry: 


Control•••••_••••••••••••••••••••••••SEC 2-2 

Customs••••••••••••••••••••••.•.••••TRS 3 


Environmental Sanitation. ____________ . __ .MED 6--2 
Epidemiology•••••••••••••••••••••.•••••.R&D 14-12 

Equipmf'nt (Supply Class Numbers may be used as sub

divisions) (Items or equipment listed under R&D 
may also be used as subdivisions to other major sub
jective categories). 
Building•••••••••••••••••••••••••••..•INS 1-2 

GeographicaL ••••••••••••••••••••..•WEA 1-1 

Histories•••••••••••••••••••.••••••.•MTN 3 

Monetary Accounting fOf _______________FIN 9-1 

Office•••••••••••••••••••••••••••••••ADM 6 

Tabl.. oL••••••••••••••••••••••••••MGT 7-2 


Escort Service ••••••••••••••••••••••••••••SUP 3-5 

Estimates: 


Budget•••••••••••••• '" •••••••••••..FIN 4-3 

Call for •••••••••••••.•••••••••••••••.FIN 4-3 

Intelligence••••••••••••••••••••••••••.INT 2 


EVAcuation: 

AeromedicaL _______________________ .MED 1 


Forward•••••••••••.••••••••••••••MED 1-1 

Intertheater••••••••••••••••••••••.MED 1-2 

Introt.hcater••••••••••••••••••••.••MED 1-3 


Operations•••••••••••.•..••••.•..•.•••OPS 6-5 


EvaJuation: 
ArtrulmenL••••••••••••.••••••••••••R&D Z-3 

Effectiveness•••••••••••••••••••••••••MIL !i-3 
Personnel Utilization (Research on} _____R&D 1!)-2 

Events: 

Recerds of.. ••••.•••.•••••.••••••••••POL 1-10 

SpeeiaL ••••••••••••••••.••••••••••••REL 3-2 


Examination: 
Food (Servicel ••••..••••.•.••••.••...MED 8-2 

PhysicaL••••••••••••••••••••••••..MED 5 


Civilian_____________________ __ ____ .elV 15-4 

Military••••••••••••.••••••••••••••MIL 14-1 


Examiners, Civil Service Board. ____________CIV 15-2 

Exceptions, Informa.tion Disclosures________ .INT 3-1 

Excess Personal Property __________________SUP 2-1 


Exchange: 
Photographs. QL •••••••••••••••••••••PHO 7-2 

Post••••••••••••••••.•••••••••..•••••SUI' 3-6 

Service Funds ••••••••••••••••••.•.•••.FIN 10-1 


Execution, Contract Awards ______________ .PRO 3-·3 

Exemption, Tax: 
Civilian••••••••••••••••••••••••••••••FIN 11 
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Military___ . ___________ . _____ . _. ____ .MIL 8-1 

Procurement. ____ . _____ . _______ . _____ PRO 1-5 


Exit Control, Security ____________________ .SEC 2-2 

Expediting Pl'oduction.____________________PRO 9-3 

Expenditures....•••••••.••••• _•••••••••••FIN 1-7 

Expense Accounting _______________________ FlN 6 


Procedures••.••••••••.•••••••••••••••FIN 6-1 

Records.••.••.••.•••..•.•.•.•.•••••••FIN 6-2 

Ueporting•.••••••••••••••••••••••• ' •• FIN 6-3 


Experimental Physics. ____ . _ . _______ . ___ ..R&D 21-3 

Export Control of Supplies •••••••••••••••••SUP 5-3 


,. •F 

Facilities: 
Air Estimntes •.•••••••••••••••••••••••INT 2-1 

Commercial (Radio and Wire) _________COM 4-1 

Control Stations _____________________COM 4-2 


Fixed Radio .••••••••••••••••••••••••COM 4 

Flight Check ••••••.•••••••.•••••••••COM 4-3 

Indu.c~trial Resourccs __________________PRO 7-1 

Instnllations__________________________ INS 1 

School: 


Administr.tive••••••.••.••••.••••••TNG 1 

Flying••••••••••••• ' •••.••••••••••TNG 5 

Prof.ssionoL._•.•..••••....••.•.••TNG 8 

SpeciaL •••••.••.•.•••••.•.••••.••.TNG 9-4 

TechnicaL••••••. '" ••••.••••••••••TNG 9 


Supply••.•..•.••••..••••.•••••••••••.SUP 5-8 

Wire•••••.•••••••••••••••.•••••••.••COM 4 


Facsimile, Communications, Research _______ R&D 4-4 

Fair Employment Practices _________________CIV 7-2 

Family Housing .•.•••••.•..•..•.•..•.••••.INS 2 

Favors••••••.•.• _.••••.••.••.•.••.••. '" .CIV 4-2 

Federal: 

Budget..••.•••••••.•••••••.••.•• _.•.•}'IN 4-4 

Supply Service _______________________PRO 3-5 


Ferrying of AircrafL ______________________TRS 4-1 

FHA Housing ..••••••••••••••••••••" "..•.INS 2-1 

Field: 


Maintenance Cost Accounting __________FIN 5-3 

Medicine, Rescarch ___________________ R&D 14-14 

Personnel Records _____________________ r>.UL 7-2 


Fighter: 
Flying: 

Schools...•.•.••.••••.••.••.•••••.•TNG 5-3 

Training___________________________TNG 5-3 


Operations ___________________________OPS 6-6 

Financial: 


knua11'Ian"'_ •• •••• •• •••FIN 4-1
hhh h hh 

~~q,Qt.~t:~"!__ ____________________ FIN 

Financing, Contract. ______________________ PItO 2 


Fire: 

Control Systems, Rescarch _____________R&D 2-8 

Protection______________________ ___ ___ INS 1-5 


First Aid: 

SchooL •..••••••_••.••.• _.•.••••••• ' TNG 4-3 

Training____ . ___________ . ___________ TNG 4-3 


Fixed Radio Fa.<'iliti(>s_____________________COM 4: 

Fla~, OrganizationaL ____________________ MGT 8-4 
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Flight: 
Aircrnft Instruments Research on_______R&D 1-6 

Check,______________________________ COM 4-3 

Operu.t,ionA. ________________________ ..OPS 6 


Equipment, ResE'arch _______________R&D 1-7 

Techniques, Research _______________R&D 1-7 


Orders_______________________________ PllB 1-3 

Regulations ___________________________ ops 2-4 

Rules. _____ ._. _. _____________ . _______ OP8 2-4 


-&re.... ______________ __ 00 ______ 00_01'8-2-5om 

Flying:Pay_________________________________ MIL 8-6 

Schools______________________________TNG 5 

Status _______________________________ MIL 2-4 

Training_______ . ___ ._. _____ ._._. _____TNG 5 


Folders: 

Air Ohjective ________________________ MAP 2 

Official" PersonneL ___________ . _________elY 8-1 


Food: 
Exa.mination ___________________ . ___ ..MED 8-2 

Serviees ______________________________ SUP 3-3 


Civilian. _._. _____________________ ..elV 7-4 

Forecasting________________ . ___ . ___ . _____'VEA 2-2 

Foreign:


Air Base (Use o() ______________________OPS 1-2 

Claims ______________________________ LEG 2-1 

Clearance Guidcs _____________________ MAP 1-2 

NatioDtlls: 


Identification _______________________MIL 6-2 

Visits ______________________________ INT 1-8 


Procurement. ________________________ PRO 5 

Trainees _______ . _______________ . _ ._. _TNG 6 


Formal Advertising (Contracts) _____________ PRO 3-4 

Format, Publications ______ . _______________ PUB 3-2 

FormsfMIIN""""""'Aff_______ -/'IoI,T 1/ 

GellboL. ____ IlGB S S nn ___ n ______ nn _____ 

Site ebdizabiS!Ln.n ______ n PtfB 8 9 

Forward Evacuation ______________________ MED 1-1 

Freight, COmmerciaL ____________ . _________TRS 2-3 

Frequency Authorizations ___ . _____ . _____ . _COM 4-4 

Fuels ___________________________________ R&D 8 


High Encrgy _________________________ R&D 8-1 

Hydrocarbon_________________________ H.&D 8-4 

Rocket______________________________ R&D 8-6 


Fuses. Armament _________________________ R&D 2-9 

Functions, Administrative _________________ MGT 2 

Funds: 

Allotment____________________________FIN 1-2 

Base Trust ___________________________FIN 10-3 

Book Department _____________________ FIN 10-1 


Central:
Base_______________________________FIN 10-3 

Meas ______________________________FIN 10-2 

Welfare ____________________________FIN 10-3 


Chaplains ____________________________FIN 10-2 

Civilian Welfare _______________________ FIN 10-3 

Command Welfare ____________________ FIN 10-3 

Exchange Service ______________________FIN 10-1 

Industrial. ___________________________ FIN 12-1 

Ma.nagement. ________________________ FIN 12-2 

Motion Picture Services ________________FIN 10-1 
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Nonappropriated______________________FIN 10 

Open mess"" __________________________FIN 10-2 

Post Restaurants ______________________ FIN 10-1 

Religious_____________________________FIN 10-2 

Revenue Producing ____________________FIN 10-1 

Revolving____________________________FIN 12 

Stock________________________________FIN 12-3 


Sund:ry As!l:ociation ____________________FIN 10-2 

Unit _________________________________ FIN HHI 
Vocational Training ___________________ FIN 10-1 

W.lfare______________________________ FIN 10-3 

Work CapitaL _______________________ FIN 12-4 


Funerals, Military _________________________ MIL 16-8 


G 

Gate Guarding ____________________________POL 1-5 


General: 
Courts-Martial. ______________________LEG 1-3 

Inspection____________________________INV 4 

Ledger Accuunting ____________________ FIN 7 


Procedures _________________________FIN 7-] 

Records____________________________ FIN 7-2 

Reporting __________________________FIN 7-3 


Medical and Health Status ____________ MED 3 

Orders_______________________________PUB 1-4 


Purpose Motor Vehicles ________________TRS 5-4 

Geodesy _________________________________ R&D 25-1 

Geodetic Data Sheets _____________________ MAP 2-1 

Geology _________________________________ R&D 25-2 


Geographical:

Equipment__________ _~ __ __ . ___ . _____ WEA 1-1 

Requirements________________________WEA 1 

Techniques__________________________ WEA 1-1 


Geoma.gneti!uns. _________________________ R&D 25-3 

Geophysical Aspects of Atomic Weapons ____R&D 2~ 


Government: 

Furnished Materials ___________________PRO 6-2 

Property_____________________________ PRO 6 


Graphic Presentation _____________________ADM 4 

Gratuities: 


Civilian ______________________________eIV 4-2 

Military _____________________________ MIL 8-3 
 ,.Grave RegistTfl.tion ________________ . _______SUP 3-5 


Grcases _________________________________R&D 8-1 

Grievances __________ . ___________________ .CIV 7-3 

Ground: 


Air, Rescuc ___________________________ OPS 6-2 

COmrnllnication System_______________R&D 4-5 

Reference, No.vigation _________________R&D 17-1 

SoIely__ - ___~~-~---=-hl· .-3 

EdU<:ntion______________________ _ GT 3-1 

Enginec·ring ______________________ MGT 3-2 

Motor Vehicle Tranapq lon _______ MGT a-a 

Reporl'__________________________ MGT 3-4 

Research__ ______________________ MGT 3-1 


su~iOpcrati~n-B_____ ._~_~:~:=:=:=:_ops-~-
Grounds__________________________________ INS I-/i 

Groups, Employees ________________________CIV 7-1 
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GSAP___________________________________PHO 2-2
# 

-t. 	 Guaranteed Loans, Contracts _______________ PRO 2-2 


Guarding: 


~1 

Gate (Patrol) _________________________POL 1-5 

Security ______________________________ SEC 2-2 


Guidance, Vehicle ________________________R&D 17-5 

Guided MissiJes RcseW'ch __________________R&D 9 


Instrurnnentauon______________________R&D 11-4
,..; 
Guides, Foreign Clea.rance _________________ MAP 1-2
,",J,. .. ,.. 	 Gun Sight Aiming Point Photography _______PHO 2-2 

Guns, Armament _________________________R&D 2-2
~t .. 

;".: 
~-_I 

Hf.~ 
\. " 

Handbook, Pilots _________________________ MAP 1-4 

Handling:


Aircraft_____________________________R&D 1-11 

Equipment, MunitioDB ________________R&D 2-11 

~1i1itary Informauon__________________ SEC 3-5 


Hardware. Machine _______________________R&D 7-3 

Head'tones_______________________________SUP 3-5 


:.' 
Health: 

Dental Records ______________________ MED 2-2 

Statu' ______________________________MED 3 


High Energy FueL _______________________R&D 8-2 


Historical: 

Documentation. ___________ • _______ •.MGT 4 

Properties_______________________ ._ •.MGT 4-1 


Histories: 
Equipment ________________ • ________ .MTN 3 

Unit________________________________ MGT 4-3 


Honors for Dead__________________________SUP 3-5 


Ho~pital: 
Administration___________________ • __ .MED 4 

Capacity____________________________ MED 4-1 

Status______________________________MED 4-1 


I 

Hospitalization, Civilian. __________________ CIV 7-5 

Hostilities, Indications of~~_________________INT 2-5 

Hours of Work ____________________________CIV 9 


Housing:
Civilian______________________________CIV 7-4 

FHA_________________________________ I~S 2-1 

Family_______________________________ I~S 2 


'1 

Title VII!. ___________________________ I~S 2-2 


I 
. .. , Human Engineering ______________________R&D 19-3
• Humanitarian Services (Chaplaios) __________ MIL 4-3


t. Hydraulic Fluids _________________________R&D 8-3 

Hydrocarbon Fuel. _______________________R&D 8-4
f,· 
Hydrographic Charts _____________________ MAP 7 

Hydrometers, Meteorology ________________R&D 15-8 


Identification:Cards________________________________ MIL 6-3 


Military PersonneL ___________________ MIL 6 

Pholography _________________________ PlIO 1-2 
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Security ______________________________ SEC 2-2 

Tago ________________________________MIL 6-6 


Illegal Use of TransporL__________________TRS 7 

IlJustrations, Graphic _____________________ADM 4 

Immunization___________________________MED 6-3 

Immunology_____________________________R&D 14-13 

Impedimenta, Military _____ : ______________ TRS 2-5 

Improvement, Management _______________ MGT 6 

Inactivation of Organizations ______________ MGT 8-7 


Inactive Duty:
Separation___________________________MIL 17-3 

Training Pay_________________________ MIL 8-7 


Incentive Program ________________________ CIV 12 

Indebtedness______________________________ CIV 11-2 

Indications oC Hostmties___________________INT 2-5 

Induction and RecaIL ____________________ MIL 14-2 


Industrial:
Audits_______________________________FI~ 2-3 

Funde_______________________________FI~ 12-1 


Processes, Research in _________________ R&D 10 

Property Control. ____________________PRO 6-3 

Resources PRO 7 


Infonnation: 
Disclosure Policy ______________________ 
Internal. ____________________________ 
Public_______________________________ 
Releases to Public ____________________ 
Safeguarding Military _________________ 
Services_____________________________ 

Inflight Refueling Operations _______________ 

INT 3 

REL 1-2 

HEL 1-3 

REL 1-3 

SEC 3 

REL 1 


OPS 6-9 

Initiation of Purchase and Procurement 

Authority____________________________ . _PRO 8 

Injuries _________________________________ MED 3-4 

Inquiries, Congressional. __________________R~L 3-1 

Inorganic Chemistry ______________________R&D 3-2 

IDsect Control. ___________________________I~~S 1-7 

Insignias, Or~anizational__________ . _______ l\-fGT 8-4 


Inspection:
Acceptance___________________________ PRO 12-1 

Administrative_______________________ .INV 1 

GeneraL _____________________________ INV 4 

SpeciaL ______________________________ INV 6 

Visits______ ~ _________________________INV 1 


Installations: 
Construction___ . ____________ . _________I)lS 1 

Facilities_____________________________ I~S 1 

Maintenance __________________________ I~S 1 

ManageDlent__________________________INS 

Operation____________________________ INS 1 


Instrument: 

Approach Charts _____________________ ~!AP 13-1 


Flying:
SchooL ___________________________ 5-4
T~G 

Training ___________________________ T~G 5-4 

Instrumentation __________________________ R&D 11 


Instruments:
ContractuaL ________________________ PRO 4 

Engine_____ , ________________________ R&D 6-2 

Guided Missiles ______________________R&D 9-5 

NavigatioD__________________________R&D 17-2 
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Insurance: 
Civilian••••••••••••••••••••••••••••••CIV 7-6 

TraveL •••••••••••••••••••••••••••••TRS 9 


IDtegratioD of Commercial Air Faciliti.......TRS 4-2 

IDtelligeDee•••••••••••••••••••••••••••••".INT 


ADDexes••••••••••••••••••••••••••••••INT 1-9 

COuDter••••••••••••••••••••••••••••••SEC 1 

Photo••••••••••••••••••••••••••••••••INT 1-12 

Plnns••••••••••••••••••••••••••••••••INT 1-9 

OperatioDB Teeboiques••••••••••••••••R&D 16-1 

Reconnaissance. ____._. _______ . _______ INT 1-14 

School••••••••••••••••••••••••••••••TNG 9-1 

Target•••••••••••••••••••••••••••••••INT 4 


Requirements. _____________________ .INT 4-3 

Training••••••••••••••••••••••••••.•.TNG 9-1 


Intentions. Intelligence Estimates 
of Foreign ••••••••••"•••••••••••••••••INT :H; 

Inter Agency, Crose Servicing 
Photo Agreemen"' •••••••••••••••.•.•.PHO 1-1 


Inter-theater EvacuatiOD_________________ MED 1-2 

Interdepartmental: 


Accounting. ____________ . _____________ FIN 1-8 

Procurement. ________________________ PRO 3-5 


International: 

Accounting. ______ ._. _____ . ___________ FIN 8 


. Affairs••••••••••••••••••••••••••.••••REL 2 

Internment _______________ . _______________ SUP 3-5 

Internal Audita •••••••••••••••••••••••••••FIN 2-4 


• 

Internal Inrormation. _______________ . _____ REL 1-2 

Interpretations, Legal. __ . ___ . ___ . ___ . _____LEG 4 

Interrogation, Intelligence _________________ _I NT 1-10 

Interviews, Press _________________________REL 1-3
Intra·theater E'f""uation ••••••••••••••••••MED 1-3 

Intradepartmental Financial Transactions ____ FIN 1-8 

Inventory, Supplies •••••••••••••••••••••••.SUP 4-1 

Investigations ____________________________INV 


Complaints___________________________ INV 2 

Criminal _______ . _____________________ INV 3 


Ionization, Atmospheric Physics ____________U&D 22-4 

Items, l\-lu.tcricl (Supply elnss Numbers may be used as 


Subdivisions under MTN and SUP) 


J 

Jet Navigation Chart.. •••••••••••••••••••.MAP 13-7 

Joint: 


Operations_________ . _________________ OPS 7 

War I'I.ns •••••••••••••••••••••••••••OPS 10-3 


Jurisdiction: 
Command.••••••.••••••••••••••••••"MGT 2-3 

Police•••••••••••••••••••••••••••••••POL 1-1 


Justice, Milite.ry .•••••••••••••••••••••••••LEG 1 

Juatification, Budget Estimates •••••••••••••FIN 4-3 


L 

Lahor, InduatriaL ••••••••••••••••••••••••PRO 7-2 

Laboratory: 


Instrumentation______________________R&D 11-5 
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Serriee•••••••••••••••••••••••••••••MEI> 7-3 

Launchers•••••••••••••••••••••••••••••••R&D 2-12 

Launching Equipment, Guided MwUea _____R&D H 
Laundry SCrviees••••••••••••••••••••••••••SUP 3-4 

Law, Appropriation. _____________________ .FIN 4-1 

Leadership, Research in••..•••••••...•••••R&I> 23-3 

Leave: 

Civilian••••••••••••••••••••••••••••••CIV 10 

Military•••••••••••••••••••••••••••••MIL 1-3 


Ledger: 

Allocation Accounts •••••••••••••••••••FIN 1-2 

Allotment Accounts •••••••••••••••••••FIN 1-2 

Cost•••••••••••••••••••••••••••••••••FIN 6 

GeneraL•••••••••••••••••.•••••••••••FIN 7-2 


Legal: 
AdminiStration•••••••••••••••••••••••LEG 
Assistance ___________________________ LEG S 

.,~.. 
Claims•••••" •••••.•••••.•••••••••••LEG 2 

InterpretatioDB•••••••••••••••••••• ~••LEG 4 

Opinions_____________________________ LEG 4 


Schools••••••••••••••••••••••••••••••TNG 8-4 

Training_____________________________TNG 8-4 


Legislation, Proposed__________ . __________ .REL 3-2 


Legislative: 

Programs ____________ . _________ . _____ REL 3-3 

Relations ____ ________________________REL 3 


Liaison: 
Armed Forces Special 

\Veapolls Project ____________________OPS 3-1 

Atomic Energy COmmissioD ____________OPS 3-1 

Civil Police ___________________________I)OL 1-2 

Committee, Military __________ OPS 3-1
w ________ 

Public•••••••••••••••••••••••••••••••REL 3-2 

Libraries: 

l'lhotogrnphic Print, AeriaL ____________PHO 1-4 ',. 
St.i11l'hotography Print••••.•••••••••••PHO 5-1 

Technical ____________________________MIL 10-9 


Library: 

Operating Systems ••••••••••••••••••••MIL 10-9 

Property•••••••••••••••••••••••••••••MIL 10-9 

Services________________ . __ ~ __ . _______ MIL 10-9 


Linguistics (Research) _________ ___ _________R&D 4-6 

Liquid Fuel Storage ••••••••••••••••••••••••INS 1-8 

Loans: 


Gua.ranteed Contract __________________PRO 2-2 

Photographs, oL•••••••••••••••••••••PHO 7-2 


Logistic" War I'lans•••••••••••••••••••••••OPS 1<J-4 

Long Range Navigation Charts ••••••••••••MAP 13-7 

Loss: 

Damage, and (Freightl ••••••••••••••••TRS 2-4 

Military Information ••••••••••••••••••SEC 3-6 


Lost: 

Aircraft: 


Cargo•••••••••••••••••••••••••••••TRS 4-3 

Personnel in••••.••••..•••••...•••••TRS 4-3 , 


Loyalty: 

Civilinna•••••••••••••••••••••••••••••INV 5-1 

Contractors••••••••••••••••••••••••••INV 5-3 


Employees•••••••••••••••••••••••••INV 5-2 

Investigations____ . _______ . ____ ~ __ . ___ INV 5 


Military PersoDDeL •••••••••••••••••••INV 5-4 
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Speoial Files __________________________INV 5-5 Mathematics_____________________________R&D 13 

Lubrioant., (Researohl ________________.____R&D 8 Measurement, Work ______________________ MGT 6-4 


Mechanical: (Research) 


M 

Ma.chine: 
Element. (Researohl __________________R&D 7-3 

Resords_____________________________ MGT 10-1 


Magazine Releases _______________________ .REL 1-3 

Magnet~m______________________________R&D 21-2 


Mail:
LooaL _____________________________ADM 5 

Penalty_____________________________MGT 9-4 

Posta~e_____________________________ MGT 9-1> 


• Maintenance: 
Aircraft (Researohl ___________________R&D 1-8 

Current Rccords _____________________MGT 1-3 


Engineering, MaterieL. _______ . _____ ._._. ___ MTN 

Facilities_____________________________ INS 1 

Preventive (Materielsl ________________ MTN 7 


Management: 
Administrative._____________________ .MGT 
Budget Program ______________________FIN 4-1 

Funds_______________________________FIN 12-2 


Improvement____ . ___ ._. _____________MGT 6 

Install.tions__________________________INS 
Manpower____ ._. _____________._. ___MGT 7 


Patient (Hospital and D~pensary)-----MED 4-3

Training_____________________________TNG 1-2 


Maneuvers, Atomic Warfare. _______________OPS 3-2 

Manpower:


Management________________________ MGT 7 

Research concerning __________________R&D 19 

Tables of DistributioD ________________ MGT 7-1 

Utilization. ___ . _____________________ MGT 7-3 


Manual._________________________________PUB 3-2 

Jet Flight Information ________________MAP 1-3 


Mapping:
Aerial Photography ___________________PHO 1 

Projeot._____________________________PHO 1-3 


Maps ___________________________________ MAP 8 

MARS__________________________________COM 3-2 


Markers, Grave ___________________________SUP 3-5 

Marking:


Seourity______________________________ SEC 3-2 

Supplies______________________________ SUP 5-4 


Master: 

Personnel Records ____________________ MIL 7-3 

Planning (Instan.tions) _____.___________INS 3-3 


Materials: 

Dental (Speoiall _____________________ MED 2-6 

Industria.l Resources __________________PRO 7-3 

Researoh ____________________________IL&Il 12 

Source______________________________MAP 11 

Target_______________________________INT 4-4 


Materiel:
Captured_____________________________INT 1-3 

ltems_______________________________ MTN 4 & 


SUP 6 


Aircraft Accessories ___________________R&D 1-9 

Equipment (Guided M~siles)----------R&D 9-7
Meohanios_______________________________ R&Il 21-5 


Medicine: 
Aviation ____________________________ MED 7-1 

Preventive__________________________MED 6 


Researoh__________________________R&D 14-24 

Researoh ____________________________R&D 14 


Medical: 
Equipment (Researoh)----------------R&D 7-4

Sohools______________________________TNG 8-5 

Services and Clinios__________________ MED 7-4 

Status (Healthl ______________________ MED 3 

Training_____________________________TNG 8-5 


Memorandum Receipts for SuppJies _________SUP 4-1 

Message:


ControL ____________________________COM 1-2 

D~tribution_________________________COM 1-2 

Transmission________________________COM 1-2 


Messenger ·Service ________________________ADM 5 

Metallios, (Researchl _____________________R&D 12-2 

Metallurgy, (Researoh _____________________R&D 12-2 


Meteorology:

Analysis_____________________________WEA 2 

Researoh____________________________R&D 15 


Meteors, (Research) ______________________R&D 22-/) 
Methods, (Offioel and Procedures __________ MGT 6-1 

Microfilming _____________________________ MGT 1-4 

Micrometeorology Research ________________R&D 15-4

Military: 

Air Transport Service __________________TRS 4 
 •
Impedimenta_________________________TRS 2-5 

Justice ______________________________LEG 1 

Liaison Committee _____._______________OPS 3-1 

Motor Vehicles _______________________TRS 5 

PersonneL ___________________________MIL 


Loyalty Investigations _______________INV 5-4 

Reoords____________________________MIL 7 


Secuitry Investigations _______________INV 5-4 

Psychology Research __________________R&D 16 

Sea Transport Service _________________TRS 6 


Mines, Armament Research ________________R&D 2-10 

Misconduct:

Civilian______________________________CIV 4 

Military_____________________________MIL 5-1 


Missions: 

OrganizationaL ______________________MGT 2 

Preaching ________________ . ___________ MIL 4-5 

Specia.l (Operations) __________________ MOPS 6-11 


Models, Terrain __________________________ MAP 12-4 

Modifioation of Equipment ________________MTN 5 

Moleoular Struoture Researoh ______________R&D 21~ 


Monetary Accounting: 
Invento~----------------------------FIN 9-2
Property_____________________________FIN 9 


Money Orders ___________________________ MGT 9-3 

Monographs, H~torioal ___________________ MGT 4-2 

Monthly Reports, MSTS ___________________TRS 6-& 
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• Notification of Caaualties _________________ "MIL 10-5
Morale:

Civilian______________________________ CIV 7-6 
 Nuclear Structure Research ________________ R&D 21-6 

Military_____________________________ MIL 10 
 Nucleation, Atmospheric Research __________R&D 22-2 

Resea.reh ____________________________ R&D 23--3 Numbers, Serial (Identification) ____________ MIL 6-5 


Morning Reports __________________________ MIL 11-1 Nursing _________________________________ MED 7-S 

Mortuary Services _________________________SUP :Hj 

Mosaics:
Air Target___________________________ MAP :Hj 

SpeciaL ____________________________ MAP 1z...3 


Motion Picture: Funds_______________________________ FIN 10-1 

Photography _________________________ PRO 2 

Production Project. __________________ .PHO 2-3 


Motor Vehicles Maintenance Cost 
Accounting. ________________ • ________ .FIN 5-4 


Movements:
Bus_________________________________TRS 5-2 


Materiel (Seeurity) ____________________ SEC 2-1 

Orders _______________________________ PUB 1-5 


Special Authorization. _______ ._._. _____TRS 5--6 

Troop (Security) ______________________ SEC 2-1 

Unit________________________________MGT 8-2 


Moving_________________________________ ADM 8-2 


Munitions Handling Equipment ____________R&D 2-11 

Mturic ___________________________________MIL 10--3 

N 

e' 

Name, Change oL _______________________ .MIL 6-1 


Na.tionals, Foreign: 

Accreditation_________________________INT 1-6 

Identification_________________________MIL 6-2 

Tours________________________________INT 1-8 

Visits________________________________INT 1-6 


NATO, Relations and Liaison with __________ REL 2-1 

Na.vigation:


Aids (Operations) _____________________ OPS 8-1 

Charts______________________________ MAP 13-7 


Jet _______________________________MAP 13-7 

Long Range _______________________ MAP 13-7 


Flying:
SchooL__________~ ________________TNG &-.5 
Training ___________________________ TNG 5-S 


Ground Reference Research ____________R&D 17-1 

Instruments Research _________________R&D 17-2 

Operations. ______________ • _. ___ • ____ .OPS 8 

Research ____________________________ R&D 17 


Negotiation of COntractB__________________ PRO 3-6 

Neurology Research ______________________ R&D 14-1S 

Neuropsychiatry Research _________________R&D 14-16 

News Releases____________________________REL 1-3 

Nomenclature: 


OrganizationaL _______ .-__ • ___________ MGT 8-4 

Photography _________________________ PRO 7-3 

Supplies, for __________________________SUP 5-1 


Nonappropriated Funds ____________________FIN 10 

Non-Metamea Researeh ___________________ R&D 12-3 

Non-Revenue Traffic ______________________TRS 4-4 


• 

Notice of Shipment of Suppliea _____________ SUP 4-1 


o 
ObligatioDS _______________________________FIN 1-9 

Observations, Wea.ther ____________________'VEA 3 

Oceanographic Researcb ___________________ R&D 25-S 

Offender Reports _________________________ "POL 1-4 


Offenses: 

Arre.ts and COmplaints ________________ POL 1-6 

War Plans ___________________________ "OPS 10-5 


Office:
ICquipment__________________________ ADM 6 

Methods ____________________________ MGT 6-1 

Procedures_________________________ ,MGT 6-1 

Supplies____________________________ADM 6 


Official Personnel Folders Civilian __________ "CIV 8-1 

Oils, Research ____________________________R&D 8-S 

Open Messes, Funds _______________________FIN 10-2 

Operational Reports, Inte11igence ____________INT 1-11 

:: 


Operations:

Analy.is______________________________OPS 9 

Clandestine___________________________OPS 4 

Flight ________________________________ OPS 6 

Joint- _______________________________ OPS 7 

Or<lers______________________________ "PUB 1-6 
 '.

Ophthalmology Research __________________R&D 14-17 
' 


Opinions, LegaL __________________________LEG 4 

Optical, Instrumentation Research __________R&D 11-6 

Optics, AtmoRpheric Physics Research _______R&D 22-6 

Order of Battle, Air _______________________INT 2-3 


Orders: 
AF Reserve __________________________PUB 1-1 

Courts-Martiol _______________________PUB 1-2 

Flight_______________________________PUB 1-3 

Gener.L____________________________PUB 1-4 

Money______________________________MGT 9-3 

Movement___________________________PUB 1-5 

Operations___________________________PUB 1-6 

Personnel Action Memos _______________PUB 1-7 

SpeciaL _____________________________ PUB 1-8 

TechnicaL ___________________________PUB 1-9 

Technical Compliance ________________ 

Organization_______ • ___ ._. _______________ 
Activation___________________________ 
Charts______________________________ 
Constitution oL _____________________ 
Disbandment oL____________________ 
Discontinuance__________ • ___ • _______ 
Inactivation_________________________ 
Manpower, Tables of. ________________ 
Reorganization_______________________ 
Unita, Assignment of. ________________ 

Organizational Analysis ___________________ 

MTN 9 

MGT 8 

MGT 8-1 

MGT 2-2 


-."1MGT 8-3 

MGT 8-S 

MGT 8-6 

MGT 8-7 

MGT 7-2 

MGT 8-8 

~GT 8-2 

MGT 6-2 


Organic Chemistry Resea.reh ______________ "R&D 3-3 
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Orthopedic.______________________________ R&D 14-18 

Otorhinolaryngology______________________R&D 14-19 

Overprints AeronauticaL _________________ MAP 1-1 


J
Overtime Pay_____________________________CIV 11-3 

Overoeao Employment _____________________ CIV 15-3 


" .~ 

" 

p 

Packing:
Recorda _____________________________ MGT 1-2 

Supplies______________________________SUP 5-4 


Panel, Reading ___________________________INT 1-13 

Parachutes, Research _____________________R&D 18 


',', 	 Paraoitology Research _____________________R&D 14-20 

Partial Paymenu, of Contracu, ______________PRO 2-3 


P88B~ngeTS : 

Military Sea Transport, on _____________TRS &-4 

Transportation, CommerciaL ___________TRS 2-6 


PasB~1 Security_______ ._. _. ______________ .SEC 2-2 

Passports: 

Civilian______________________________CIV 18--1 
Military _____________________________MIL &-4 

Patenu,__________________________________LEG 5 

Pathology Rcsearch_, _____________________R&D 14-21 

Patient Management ____________________ .MED 4-.3 

Patrolling________________________________POL 1-7 


Security ______________________________ SEC 2-2 

Pavements________________ •_____________ ••INS 1-1 


Pay:
Civilian. _________________ • ___ • ______ .crv 11 


Accounting OperatiollEl ______________ .FIN 11 

Overtime__________________________ .CIV 11-·3 

Rates________ • ____________________ .CIV 11-4 


Military_____________________________ MIL 8 

Allotments_________________________ MIL 8--1 

Allowances________________________ .:\UL 8 


Payments: 

Advance: 


Appropriations______________________ FIN 1-1 

ContTacu,__________________________ PRO 2-3 


Partial. Contracts _____________________PRO 2-3 

Pa.yrolls, Civilian. _________________________FIN 11 

Penalty, MaiL__________________________ MGT 9-4 


Per Diem, Travel: 
Civilian______________________________ CIV 18--2 
Military _____________________________ MIL 8--11 

Performance:
Civilian______________________________ CIV 12 

Data on MaterieL ___________________ MTN 6 

Military_____________________________MIL 9 

Ratings ______________________________ CIV 12-3 


Permanent Change of: 
Assignment__________________________ MIL 2-5 

Station______________________________MIL 2-6 


Permiu,:
Firearms ____________________________ .POL 1-8 

Fishing______________________________POL 1-8 

Hunting _____________________________POL 1-8 


Personal:!UIaU._______________________________ MIL 10-10 


Counseling (Chaplaina} ________________MIL 4-4 
 •
Property:

Disposition_________________________SUP 2 

Exc..s_____________________________SUP 2-1 

Surplos ____________________________SUP 2-1 


Personnel:
Civilian______________________________CIV 


Accession ________' ___________________ CIV 1 

Action Memos ______________________PUB 1-7 

Appeals____________________________CIV 12-3 

Awa.rda ____________________________CIV 12-1 

Career DeveJopment _________________ CIV 2 

CompensatioD for Injury or Death____ .CIV 3 

ConducL_____________ _____________CIV 4 

Death and BuriaL__________________ CIV 5 

DemotioD__________________________ CIV 14 

Detailing ___________________________ CIV 6 

Duty, TOUTS oL____________________CIV 9-1 

Employee RelatioDs __________________CIV 7 

Employment Records ________________ CIV 8 

ExaminatioDs, PhysicaL ______________ CIV 15-4 

Folders, PersonneL __________________CIV 8-1 

Grievances_________________________ CIV 7-3 

Leave______________________________CIV 10 


Loyalty InvestigatioDB _______________INV 5-1 

Passporu,_____________________ ______CIV 18--1 
Pay AdministratioD__________________CIV 11 

Payroll Operations __________________F[N 11 

Per Diem_________________________ _CIV 18--2 

Promotion__________________________ elv 14 

Qualifications_______________________ CIV 15-4 

Rating, ____________________________ CIV 12-3 

Security Investigations _______________INV 5-1 

Scparn.tion________________ • __ • ______CIV 17 

Tax, Withholding ___________________ FIN 11 

Travel. ___________________________ _CIV 18 


Claims_______________________________LEG 2-2 

Military _____________________________ MIL 


Absence ___________________________ MIL 1 

Appointment_______________________ MIL 14-1 

Assignment____________ • ___________MIL 2 

Awards ______________ ~_____________ MIL 9-2 

Benefits____________________________ MIL 8-3 

Burials ____________________________ MIL 10-8 


Career Development ________________ MIL 3 

Commendations____________________ MIL 9-1 

Conduct___________________________ ~iIL 5 

])eath_____________________________ MIL 17-1 

Decorations________________________ MIL 9 

Deferment_________________________MIL 14-2 

Demotion___________________ • ______MIL 15 

Dependents Assistance _______________ MIL 10-10 

Desertion __________________,________ MIL 1-2 

Discharge__________________________MIL 17-2 

Education__________________________ MIL 10-8 

Effectiveness EvalUD.tion _____________ MIL 9 

Examinations, Pbysical ______________ MIL 14-1 

Flying Status_______________________MIL 2-4 

Funeral.___________________________MIL 1lH! 
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• Identification.__________________ . __ .MIL 6 

Induction__________________________MIL 14-2 

Insurance __________________________MIL 10-10 

Marriage___________________________MIL 10-10 

Morning Report. ___________________MIL 11-1 

PM,ports__________________________MIL H 

Pay and,Allowances _________________MIL 8 

Pel'fonna.nce_______________ ... ______ .MIL 9 

Precedence_________________________MIL 16 

Procurement_______________________MIL 14 

Promotion_________________________ MIL 15 

Itank______________________________ MIL 16 

RelUlsignment______________________MIL 2 

RecalL ____________________________MIL 14-2 

Records________ . _________ . _________ MIL 7 


Commond________________________MIL 7-1 

Field____________________________MIL 7-2 

MMter__________________________ MIL 7-3 


Retirement_________________________ MIL 17-4 

Rosters ____________________________MIL 11-2 

Separotion_________________________ MIL 17 

Serial Numbers _____________________ MIL 6-5 

Statistics. _. ______________________ .MIL 11 

Strength___________________________ MIL 11-3 

T.gs______________________________ ~1IL 6-6 

TraveL___________________________ MIL 8-11 


Uniforms (Regulations concerning 

the wearing of} ___________________ MIL 18 


• 

VislUl ______________________________ MIL H 

Voting_____________________________MIL 12-1 


Pharmacology Research ___________________R&D 14-22 

Ph&l'macy Services _______ . _______________MED 7-6 

Photo Intelligence _________________________INT 1-12 

Photography_____________________________PIiO 


Aerial Mapping and Chorting__________PIiO 1 

Agreements, Inter Agency_____________PIiO 1-1 

Motion Pictnre _______________________PIiO 2 

Radar Scope _____________________ "___PIiO 3 

Reseorch ____________________________ R&D 20 

StilL_________ ~ _____________________PliO 5 


Photostat________________________________PUB 2 


Physical:
ExamioatioDB________ ._. _____________MED 5 

Saleguarde___________________________SEC 2-2 

Security______________________________SEC 2 


Communications Facilities___________COM 2-2 

Training_____________________________TNG 4--4 

Physics: (Research) 
Atm08pberic _________________________R&D 22 

GeneraL ____________________________R&D 21 


Phyeiology Researcb ______________________R&D 14-23 

Pilot'.liandbooks________________________ MAP 1-4 


Placement:'
Civilian______________________________ CIV 15 

Oontract_____________________________PRO 3 


Planning~ 

Install.tion: 
Construction________________________INS 3-1 


• 

Engineering_________________________INS 3 


M..ter_______________________________INS 3-3 

Program____________________________ MGT 6-3 
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Plans: 
Intelligence___________________________INT 1-9 

War _________________________________ OPS 10 


Combined __________________________ OPS 19-1 


Plant-in-Place COmmunicationB ____________COM. 4-5 

Plates, Aeronautical Video ________________ .MAP 12-1 

Police Administration. ____________________ .POL 1 


Policy:
Oo]or Pltotography____________________ PIiO 7-1 

EditoriaL___________________________ PUB 3-2 

Information Disclosure ________________ .INT 3 


Politica1 Activities: 
Civilian______________________________CIV 4-3 

Military______________________________MIL 12 


Port Detachments, MSTS __________________ TRS 6-5 

Position: 


Authorizations, Manpower ____________ MGT 7-1 

Classification. ____ . _ ._._. ____________ .CIV 13 

Series ________________________________CIV 13-1 

Standarde____________________________CIV 13-1 

Snrveys ______________________________CIV 13-2 


Post Exehange Operations ________ .. _________SUp 3-6 

Post Offices (APO's) ______________________MGT 9-5 

Post Restuurant Funds ____________________FIN 10-1 

Postage_. _______________________________ .MGT 9-6 


Postal: 
Distrlbution_________________________ MGT 9-2 

Equipment__________________________ l\IGT 9-7 

Service_______"_______________________MGT 9 


Power of Attorney ________________________LEG 3-2 


Practices; 

Conserva.tion (Materiels}______________ MTN 1 

Correspondence______________________ MCl1: 1-1 


Fair EmpJoyment ___ . _________________ elv 7-2 

Preaching Missions ________________ . _______ !\1IL 4-5 

Precedenoe, Military ______________________MIL 16 

Prerogatives, COmmand___________________ MGT 2-3 

Presentations, Graphic _______ . ____________ .OFF 4 

Press Interviews ______ . ___________________REL 1-3 


Preventive:
Dentistry___________________________ MED 2-4 

Maintenance________________________ MTN 7 

Medicine____________________________ MED 6 


Reseorch__________________________Jt&I> 14-24 


Price Redetermination, Contracta ___________PRO 1-3 


Print Libraries: 
Aeri.l Photogrophy ___________________PHO 1-4 

Still Photography _____________________PIiO 5-1 


Printing_________________________________PUB 2 


Priorities:
Materials____________________________PRO 7-3 

Travel COntroL TRS 9 


Prieon Administration _____________________ 

Prisoners:
CosnaL_____________________________ 
Complaints oL _______: _______________ 
Individual Recordo ____________________ 
Restor.tion to Duty___________________ 
Retraining ___________________________ 
War, oL____________________________ 

POL 2-4 


POL 2-1 

POL 2-5 

POL 2-6 

POL 2-7 

POL 2-8 

MIL 13 
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Procedure:
Appellate____________________________LEG 1-1 

Billing, MSTS ________________________TRS 6-1 

Officc_______________________________MGT 6-1 


Process, Photography Research_____________R&D 20-2 

Procurement of Materiels __________________PRO 


Authority____________________________PRO 8 

C".. Filcs____________________________PRO 11 

Directives____________________________ PRO 8-3 

Foreign ____________________ ._ . ______ .PRO 5 

IntcrdepartmenL. ________ ._._. _____ A_PRO 3-5 


Production: 

Aeronautical Charts __________________ MAP 9 

ControL ____________________________ MGT 6-4 

Scheduling__________________________ MGT 6-4 


Professional:
Clinics______________________________ MED 7 

SChools ______________________________TNG 8 

Services, MedicaL ___________________ MED 7 

Training_______________________ . _____TNG 8 


Program:
An.lysis ____________________________ MGT 6-3 

Budgct_______________________________FIN 4-1 

Planning____________________________ MGT 6-3 


Programming_____________________________PRO 10 


Programs:
Incentive (Suggestioos) ________________CIV 12-2 

Legislative___________________________REL :HI 


Projection Print.. _________________________PHO 2-1 


Promotion:
Civilian______________________________ CIV 14 

Military _____________________________ MIL 15 


Property:
Bailment- ___________________________ PRO 6-1 

Confisc.ted __________________________POL 1-9 

Disposal (Readjustment) ______________ PRO 18-2 

Government, for Industrial Use _________PRO 6 

Impounded___________________________ POL 1-9 

Industrial ControL___________________PRO 6-3 

ldbrary______________________________MIL 10-9 

Lost_________________________________POL 1-9 


·Monetary, Accounting of _______________FIN 9 

Persona.l: 

Disposition _________________________ SUP 2 

Excess_____________________________SUP 2-1 

Receipt for _________________________POL 1-9 

Recovered _________________________POL 1-9 

Stolen _____________________________POL 1-9 

Surplus____________________________ SUP 2-1 


',.,'. 	 Propell.nts (Fuel), Recearch _______________R&D 8-6 

Propel1oTS, Research ______________________R&D 1-10 

Prosthetics ______________________________ MED 2-5 

Protective Equipment _____________________ R&D 7-2 

Protection, Fire _______ . ___________________ INS 1-5 

Psychological \Varfare: 

Operations___________________________ OPS 10-5 

Research ___________________________ ,R&Il 16-2 


Psychology of Training____________________R&Il 19-7 

Psychophysiology Research ________________R&D 19-8 


Public: 
Appearances ________________ . ___ ._. ___REL 1-1 
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Information__________________________REL 1-3 

Interest Campaigns __________________ADM 3 


Publications __________________________ __ __ PUB 
 •
Aeronautical Information ______________ MAP 1 


Publishing_______________________________ PUB 3 


Purchase:
Authority____________________________PRO 8 

Initiation. ___ . _______________________ PRO 8 

Request- ____________________________PRO 8-4 


Q 

Qualifications: 

Driver _____________________ ,. ____ . ____TRS 5-3 


Personnel: 

Civilian: 


Educ.tionaL_____________________ClV 15-4 

Experience________________________ CIV 15-4 

Phyaic.l__________________________ CIV 15-4 

Training_________________________ ClV 15-4 


Military:
Educational______________________ MIL 14-1 

Experience_______________________MIL 14-1 

PhysicaL ________________________ MIL 14-1 

Records __________________________ MIL 3-2 

Training_________________________ MIL 14-1 


Qu.lity ControL_________________________ PRO 12 

Quartermaster Equipment Research ________R&D 7-8 

Quarters, Allow.nces ______________________ MIL 10-9 
 •R 

Radar:
Airborne _____________________________ OPS 5-1 

Scope Photogr.phy ___________________PHO 3 


Radiation Research, Atmospheric 
Physics______________________________ R&D 22-7 


Radio:
Am.teur ____________________________ COM 3-2 

Commercial _________________________ COM 4-1 

Fixed Facilities ______________________ COM 4 

MARS______________________________ COM 3-2 

Rele"... (News) ______________________ REL 1-3 

Wire Facilities_______________________ COM 4 


Radiobiology Research ____________________ R&D 14-25 

Radiologic,l Warfare Agent.. _______________R&D 24-4 

Radiology _______________________________ R&D 14-26 

Railroads_________________________________ INS 1-9 


Range, Instrumentation Research __________R&D 11-7 

Rank, Mili\ary ___________________________ MlL 16 


Rate, Pay: 
Civilian______________________________CIV 11-4 

Military_____________________________ MIL 8 


Ra,tings, Performance ______________________CIV 12-3 

Rationing Supplies. ______________________ .SUP 5-2 

Reading PaneL__________________________INT 1-13 

Readjustment Contracts ___________________PRO 13 
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Real E.tate_______________________________INS 4 


Monetary Accounting Cor_______________FIN 9-3 

Reassignment, Military PersonneL__________ MIL 2 

Recall to Duty___________________________ MIL 14-2 


Receipts:
MaiL ______________________________ ADM 5 

Memorandum________________________SUP 4-1 


Receivers, COmmunieatioDS________________R&D 4-7 

Reconnaissance: 


Air Observation______________________ WEA 3-1 

Flying:

SchooL ___________________________TNG 5-6 

Training___________________________TNG 5-6 


Intelligence___________________________INT 1-14 

Operations. ____ ._. _____ . ____________ .OPS 6-8 


Recording:

Communic;a.tion Research______________ R&D 4-8
SOund_______________________________PIIO 4 


Records:
Allotment ____________________________FIN 1-2 

Auditor's____________________________ .FIN 2-2 

ClinicaL ___________________________ .MED 4-2 

Contractor's. ________ . ___________ ._ ..PRO 1-1 

Current, Maintenance oL _____________ MGT 1-3 

Dental IIealth _______________________ MED 2-2 

Di.po.aloL _________________________ MGT 1-2 

Dispo.ition Schedules for ______________ MGT 1-2 

Emergency Destruction oL____________ MGT 1-2 


• 

Employment__________________________ CIV 8 

Events, oL__________________________POL 1-10 

Expense Accounting ___________________FIN 6-2 

General Ledger Accounting _____________FIN 7-2 

Individual Prisoner's __________________POL 2-6 


Loss and Unauthorized 

Destruction oL ____________________ MGT 1-2 


Machine (Statisticall _________________ MGT 10-1 

Maintenance of. ____________ .. ________ MGT 1-3 

Microfilming 01. _____________________ MGT HI 

Packing 01. _________________________ MGT 1-2 

Personnel, Military____________________ MIL 7 


Command__________________________MIL 7-1 

Field______________________________ MIL 7-2 

Master____________________________ MIL 7-3 


Quo.lifi"cation (AF Form 11, ete.) ________ MIL 3-2 

Retirement oL_______________________ MGT 1-2 

Schedule.___________________________ MGT 1-2 

Shipping of _________________________ MGT 1-2 

Storage oL_________________________ MGT 1-2 

Tran.fer oL _________________________ MGT 1-2 


Recoupment of Funds _____________________ FIN 1-1 


Rtcovery Equipment Resea.rch . 

(Guided Missile" _____________________R&D !HI 

Recreation:
Civilian______________________________CIV 7-6 

Milito.ry " ____________________________ MIL 10-7 


Recruiting:
Civilian______________________________ CIV 15 

Military_____________________________MIL 14--3 


Redetermination Contract Price ____________PRO 1-3 


• 

Red Cross, American: 


Donations to ________________________ADM 3 
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Services to Military___________________ MIL 10-2 

Refueling, InHight ________________________ oOPS 6-9 


Refuse: 

Collection____________________________INS 1-10 

Di.posaL____________________________INS 1-10 


Registration:
Graves_______________________________SUP 3-5 

Vehiclea______________________________POL 1-15 


Regulations:
Flight_______________________________ oOPS 2-4 

Publication oL _______________________PUB 3-2 

Traffic (MATSl ______________________ .TRS 4-6 

Uniform Wearing _____________________MIL 18 


Rclmbuf!lement: 

Appropriation_________________________FIN 1-5 

Co.t on Contracts ____________________PRO 1-2 


Rela.tions: 
Civilian Employe. _____________________CIV 7 


Intergroup and Inter-Personnel, 
Ro••arch__________________________ R&D 23-2 


Legi,lative ___________________________ REL 3 


Relay Centers (COmmunications} ___________COM 1-3 

Rele... from Duty________________________ MIL 2-7 


Releases: 

Intelligence InformatioD _______________INT 3-2 

Public Information ____________________REL 1-3 


Reli.bility Data Sheets___________________ MAP 2-3 


Relief: 
Act:Civil ______________________________LEG 3-1 


Soldiers and Sailors _________________ MIL 10-10 

Schedule.____________________________ POL 1-11 


Religion _________________________________MIL 4-6 


Religious:Education____________________________ MIL 4-7 

Funds_______________________________FIN 10-2 


Renegotia.tion of Contracts_________________PRO 1-3 

Reorganization___________________________MGT 8-8 

Repairs of Equipment ____________________ MTN 8 


Reporting:
Casualty_____________________________ MIL 10-5 

Esp''"'. Accounting___________________FIN 6-3 

Genera\ Ledger Accounting _____________FIN 7-3 

Manpower, Research in_______________R&D 19--4 

Reports:
Allotments___________________________FIN 1-2 

PM Activities________________________POL 1-12 -j 

Control Syatem ______________________MGT 10-2 
 "" 
Monthly, MSTS ______________________TRS 6-3 

" 
-j 

Morning_____________________________ MIL 11-1 . 

Offenders, Disposition of. ______ ~ _______POL 1-4 

OpeTa.tionaL__________ ~ ______ _________ INT 1-11 

Survey, oL__________________________FIN 16 

Uosntisfactory_______________________ MTN 10 


Representation, Carrier ____________________TRS 2-2 


Reproduction:
Military Information __________________SEC 3-7 

Public.tion, oL______________"________PUB 2 

Requirements ________________________PUB 2-1 


Requests, Purchase. ______ . _______ . _______PRO 8-4 
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Requirements: s 
Aeronautical ChnrtB __________________ MAP 10 


,"; Binding, Publication .. ________________PUB 2-1 
 •
Computation (Procurement) ___________PRO 10-1 Safeguarding Military Information __________SEC 3 

Ditto Printing. ______________________ .PUB 2-1 

Geographical, Weather ________________WEA 1 

Photostat____________________________PUB 2-1 

Printing_____________________________PUB 2-1 

Reproduction ________________________ .PUB 2-1 

Supplies______________________________SUP 1-2 

Target Intelligencc ____________________INT 4-3 


Requisitions, Supplies ________________ . ____ .SUP 4-1 


Rescue: 

Air:


Ground ____________________________OPS &-2 

Sc.________________________________ OPS &-3 


Aircraft Crash ________________________INS 1-5 

Equipment, Research ________________ .R&D 7-5 


Research. _________ . ___ . ___ . ____________ .R&D 

Reserve Supplies __________________________SUp 5-6 

Resources, IndustriaL _____________________PRO 7 

Responsibilities, Administrativc ___________ .MGT 2 


Restoration: 

Civilians after Military Servicc__________ CIV 16 

Prisoners, oL_________________________POL 2-7 


Retirement:
Deductions___________________________FIN 11 

Records, of OrganizationaL____________MGT 1-2 

Milit.ry_____________________________ MIL 17-4 


Retraining or Prisoners ____________________'POL 2-8 

Retreats, Religious ________________________MIL 4-8 


Revenue: 
Producing Activities a.nd Funds _____ . ___FIN 10---1 
Traffic, MATS _______________________ 5RS 4-5 


Review: 
Appellate ____________________________LEG 1-1 


Budget Estimates _____________________FIN 4-3 


Publications __________________________ PUB 4 

Revolving Funds __________________________ FIN 12 

Reads____________________________________Ir<S 1-11 


Recketa: (Research) 
Al1narnent___________________________1t&f> 2-12 

Fuels________________________________1t&f> 8-6 


Rodent COntroL __________________________INS 1-7 

Roentgenology ServiceB___________________MED 7-7 

Rooms, Conference _______________________ADM 8-1 

Rosters, Military PersonneJ ________________MIL 11-2 


Retary Wing: 

Flying:


Schools_____________"_______________TNG &-7 
Training ___________ . _______ ._. ____ . TNG 5-7 


Retora, Aircr.fL _________________________R&D 1-10 


Routes: 


Air: 

Oper.tion __________________________ OPS 2-2 


Transportation. ______________________ TRS 2-7 

Rules, Flight- ____________________________OPS 2-4 


Safety " 
GreuBel _____________________________Me; 1 3 


$"1/(, FJigM_m_______ OPS-2-5
Sal.;'i~Y Y'd.D4~1WS - fAlII 7 


Clothing_____________________________SUP 3-1 

Excess Property _______________________ SUP 2-1 

Photography_________________________PHO 7-2 


Salvage and Surplus Materiel Accounting ____FIN 13 

Sanitation, Environmental ________________MED 6-2 

Savings Bonda: 


Civilions _____________________________FIN 11 

Military_____________________________MIL 8-1 


Schedules:
Delivery_____________________________PRO 9-1 


Records DispositioD _____ . ____________ MGT 1-2 

RelieL ______________________________POL 1-11 


Schools:
Ac.demic____________________________TNG 8-1 

Air Acadcmy_________________________TNG 2 

Flying_________________ ~ _____________TNG 5 


ProfessionaL _______________________ ._TNG 8 

SpeciaL ____ , ________________________TNG 9-4 

TechnicaL__________________________TNG 9 


Science, Terrestial ________________________R&D 25 

Scope, Radar (Photogr.phy) _______________ PHO 3 

Sea: 


Rescue, Air___________________________OPS 6-3 

Transport ______________ . _____________TRS 6 


Sectuity__________________________________SEC •Communications _____________________ COM 2 

Cryptogr.phic______ : ________________COM 2-1 

Investigations. ___ _'_ ________ . _________INV 5 


Civilian Employees __________________ INY &-1 

Contractora________________________INY &-3 


Employees_______________________INY &-2 

Military Personnel __________________INV 5-4 

Special Filcs ________________________Ir<Y &-5 


Local Office__________________________OFF 5 


PhysicaL ___ -------------------- _____SEC 2 

Communica.tions Facilities___ . _______ COM 2-2 


Transmission ________________________COM 2-3 

Seismology______________________________R&D 2&-6 

Selection:
Civilian______________________________CIY 15-5 

Personnel Utilization __________________R&D 19-9 

Supplies______________________________ SUP &-5 


Self Contained Navigation _________________R&D 17-3 

Serial Numbera ___________________________MIL &-5 

Series, Position ____________________________ CIV 13-1 


Services:
B.nds_______________________________MIL 10-3 

Base Yeterinary ______________________ MED 8-1 

Cotuier_____________________________MGT 9 

Custodi.L___________________________INS 1-4 

Food (Civilian) _______________________CIY 7-4 

Humaoitnri.n__________________ : _____ MIL 4-3 

Informatioll__________________________REL 1 
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Labor&tory•••••••••••••••••••••_____MED 7-3 

Libr&ry•___ •• __ •• ___ •• ________ •••• ___ MIL 1()-9 

Medic&!_ ••__ •_____ • _•••• _________ •• _MED 7-4 

Messenger •• _. _____ •• ____ •____ ••• ____ ADM 5 

Military Transport:

Air • ____ ••• __ •___ ., •• ______ • _ • __ •__TRS 4 

Sea •• __ •__ ._ ••••••• _______ ••• __ •___TRS 6 


Music_. ___ •••• _•• __ • __ •• _ • ___ •___ ._.MIL 1()-3 

Nursing_ •• __ ._ ._ ••••• _____ • _•• __ • ___ MED 7-5 

PersonneL. ____________________ . ____ .MIL 10 

Pbarmacy_______ ._ ••••• _., •___ •____ .MED 7-6 

PostaL ____ ._ •• __ •__ •• ___ •___ •• __ • _.MGT 9 

Professional (Medieal) __ ••• _._. ____ •• _MED 7 
I • 	 Roentgenology___ ••••• ____ •___ ••• _. __ MED 7-7 

Supply__ ._. __ .' __ •__ ••• ______ •••••• __SUP 3 

SurgicaL___ •___ ••• __ •__ ••• _____ ••• _MED 7-8 

Telephone. ____ •• ____ •••• __ •• _••• ___ .COM 4 

Veterinary_________________________ .MED 8 


Servicing: 

Aircraft, Research. ___________________R&D 1-11 

Agreements (Photography). ___ ••• ______PHO I-I 


Settiement, Readiustment. ______ ._. ____ •__ PRO 13-3 

SHAPE_. ____ •• , • __ •• ____ ••• __ •____ ••• __REL 2-2 

Shipping:

Documents.________________ . ___ . ____ .SUP 4-1 

Records, Organizational 

(Procedures for) ___ •______ ••• ______ .MGT 1-2 

Shipment, Notice oL ____ •••• ______ •••• ____SUP 4-1 

Sights: (Research) 


• 

Bomb_______ •••• _. ___ •• _•• ___ •• _____R&D 2-13 

Gun_. ______________ •• _____ •• _______R&D 2-13 


Simulators, Equipment Researcb___________R&D 7-7 

Site Surveys, Air B38BS. ___________________OPS 1-3 

Society, Air Force Aid. ____ • __________ •___ .MIL I()-I 
Sociology • _____ •• _______ •• _____ •• ______ ••R&D 23 

Soil Mechanics Research •• _•• , ___ •••"._ •• __R&D 2&-7 

Solar Strueture ____ •______ •• __ •____ ."______R&D 22-3 

Solid State Physics Research_. __ •• _________R&D 21-7 

Sound Recording _________ ••• _______ •• ____PHO 4 

Sooree M&terial, Maps and Charts._. ______MAP 11 

Sources, Contract Placement. ____ ._ •••• ____PRO 3-7 

Space: . 


Conference Rooms. ___ ••• ________ •• __ ADM 3-1 

ControL •___ ._. _. _______________ •__ ADM 8 

Moving.____ • ______ ••• _____ ._. __ •• __ ADM 3-2 


Speci&!: 
Activities and Tenants, Appropriation 

Accounting for. ___ ._. ______ ._. ______FIN 1-10 

Budget E.timates ______ ._. __ •____ •• ___FIN 4-3 

Budgeting_______ •• ______ •________ •• __FIN 4-1 

Cbarts. ___ •• _ •• ___ •••• ______ ••• _____MAP 12-2 

Courts·MartiaL. _•• ____ •____ •_______ .LEG 1-4 

Dent&! Materi&!._•• __ •• __ •••• _______ .MED 2-6 


Files: 
Loyalty____ •• _••• _____ •• _____ •• ____INV &-5 
Security___ • __ •__ ••• _•• __ •• _______ .INV &-5 

Inspections ___________________________ INV 6 

Mis.ions. ___________ •___ •___ ••• __ •__ .OPS 6-11 

Movement Authorizations______________TRS 5-7 

Orders_.____________ •_______ •••• __ •__PUB 1-8 


• 	 Purpose (Motor Vehi.les)._._ •• ________TRS &-7 
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Sehools_. _________ • ____ ._ • _____ ••••• _TNG 9-4 

Trnining_____________________________TNG 9-4 

VVeapon.: (Research) 


Defense ___ •• ____ • ___ •••• ___ •• _••••R&D 24 

Effects. ____ •___ • ____ •••• ________ ••R&D 24 

Instrumentation____________________R&D 11-8 


Specifications, Contracts ___________________ PRO 3-8 

Sports_____ •________ ••• __________ • _••••• _MIL 3-11 

Stability: (Research) 


Aircr.ft. ___________ ••• _____ ••• _•••• _R&D 1-12 

Guided Missiles •• __ •• _. _____ ._._••• __ R&D 9-8 


Standardization: 
~fB8 nnuu_n_uu ________ h __ .PBB 9 8 

Supplies__ • _. _. ___ •••• _._ ••••••• _. ___SUP 5-5 


Standards: 

Perrormance__________________________CIV 12-4 

Position _____________________________ .CIV 13-1 ';.. 


St.te of Discipline_._. ____ •••• ____ •___ •___ POL 1-13 

Statement of Ch&rges. _______ •• __ •••• _••• __FIN 14 

Station, Permanent Change of______________MIL 2-6 • 
Stations, Control (Radio) ____ •__ • __ ._. _____COM 4-2 

Statistical Data Repository________________ MGT 1000a 
Stati.tics____ •• ____ ., __ ••• _____ •••••• ____MGT 10 


Personnel. ___________________________ MIL 11 

Status, Hospit.L ________________ •••• ____ MED 4-1 

Stevedoring, MSTS ___ • _____ • _._ •• _ • ______TRS IHl 

Still Photogr.phy ___ •• ______ ._ ••••••• _. ___PHO 5 


Stock: 

ControL __ " •____ • ___ ••••• _. _._ •• __ "_SUP 4-1 

Funds •• _. ___ •• ______ ._ •••• __________FIN 12-3 

Level ControL____ ••• _____ ._ ••••• ____SUP 4-1 

Record Account_._. __ • ___ •••• ___ •• ____SUP 4-1 


Stockpiling:

Materi&!s _________ •___ "___ •••• _••• ___PRO 7-3 

Supplies__ •___ •______ •• __ ••••••• ______SUP IHl 


Storage: 
Liquid Fuel. (Facilitie.). _____ •••• ______INS 1-8 

Military Security Information __ •_____ ._SEC 3-8 

RecorUs, oL_________ ••____ •• _______ .MGT 1-2 

Research, FueL ________ •• ____________R&D 3-7 

Supplies, oL___ ••• _____ •• __ •__ •______SUP 4 


Strength, PersonneL ___ •••• ___________ •• _.MIL 11-3 

.s
Strikes, Tr&Il!lportation. ___________ •••• ____TRS 2-6 


Structures (Facilities) __________ •• __________INS 1-3 

Subcontracting_________________ • _•• __ •• __PRO 1-4 

Subversive Activities_ .. ____________________SEC 1-1 

Subjection to Compromise of Security


Information_______ •• _________ ••• ____ .SEC 3-8 

Subsistance__ • __ •• ______ •• ___________ •• _.MIL 8-10 

Suggestions______ •_______________ •• _______CIV 12-2 

Summary CourI.s-Marti&!___ ••• _________ •• _LEG 1-5 

Sundry Association Funde _______ •• _. _______FIN 1()-2 

Supplemental Budget Estimates _____________FIN 4-3 


Supplies 
(Supply Class Numbers may be used as .ubdivisions.) 
(Iterns of equipment listed under R&D may also be 
used as subdivisions to other Major Subjective Cate
gorie •. ) 
Disposition__ •_________ •____ •_________SUP 2 

Distri9ution__________________________SUP 1 

Of5c._________ •• _______ ••••• ___ •__ ._ADM 6 
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Storage oL __________________________ SUp 4 

Supply_______________ : ___________________ SUP 


Direotives ____________________________ SUP 5-7 

Facilities___ • ___ ._._._. _•_____ • ______ .SUP H 

Requirements_______ _._. ___ _ ______ .SUP 1-2
A • • 

System Management __________________SUp 5 

Surety Bonds _____________________________FIN 15 

Surface Weather Stations ___________ : ______WEA 3-2 

Surgery Researeh _________________________ R&D 14-27 

Surgical Services _____ • _______ • ___________ MED 7-8 

Surplus Personal Property __________________ SUP 2--1 

Survey, Report oL ________________________FIN 16 

Surveys, Civilian Position __________________CIV 13-2 

Survival Equipment Research ______________ R&D 7-5 

Switching________________________________TRS 2--9 


Synoptic Techniques Research _____________ R&D 15-5

. < System.q:

Communications_________ COM 3 
A ___________ 

Airborne____________________________ COM 3-1 

Courier_____________________________ MGT 6-1 

Electronic. _. _______ • ________________ .OPS 5 

Fire Control Researcb _________________R&D 2-8 

Library______________________________ MIL 10-9 

Reports COntroL____________________ MGT 10 

Supply _______________________________ SUp 5 


T 

~ Tables:1-4. Distribution, oL _____________________MGT 7-1 

:s, Organization & Equipment____________ MGT 7-2 


:i:t'. Tactical: 

$~' Flying: 
¥....... SChooL___________________________TNG 5-8 


Training ___________________________ TNG 5-8 

'.; Tags____________________________________ MIL 6-6 


Target: 
'l'~ Analysis _____________________________ INT 4-2 


Charts______________________________ MAP 2--4 

Dossiers_____________________________ MAP 2 

Intelligence___________________________INT 4 


Requirements _______________________ INT 4-3 

Materials____________________________ INT 4-4 


Air_______________________________ MAP 2 

Mosaics_____________________________MAP 2--5 


Tax: 

Exemption (Contracts) ________________PRO 1-5 

Withholding

Civilian____________________________FIN 11 

Military___________________________MIL S-1 


Taxation_________________________________LEG 6 


Technical: 
Assistance (or Contractors _____________ MTN 2 

Compliance (Orders) _________________ MTN 9 

Libraries_____________________________ MIL S-9 


..... i 


Orders _______________________________PUB 1-9 

SChooL _____________________________TNG 9 

Training_____________________________TNG 9 


Technicians, IndustriaL ___________________ PRO 7-2 
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Telemetering Research ____________________ R&D 4-9 

Telephone Service ________________________COM 4 


Teletype:

Communications_____________________COM 4 

Research____________________________ R&D 4-10 


Television: 

Communication______________________R&D 4-11 

Releases, News _______________________REL 1-3 


Temporary Duty__________________________MIL 2--8 


Terminal Control, Vehicle Research _________ R&D 17-4 

Termination, of Contracts __________________ PRO 13-4 

Terminology, Photography _________________PHO 7-3 

Terrain Models __________________________ MAP 12-4 

Terrestial Science Research ________________R&D 25 

Tests: 


Aircraft_____________________________MD 1-8 

Atomic Warfare _______________________OPS 3-3 

Guided Missilcs _______________________ R&D 9-9 


Thermodynamics_________________________R&D 21-8 

Thunderstorms, Research __________________R&D 15-6 

Thermo Nuclear Weapons _________________R&D 24-5 

Title VIII Housing________________________INS 2--2 

Titling, Photography ______________________ PHO 1-2 

TolIs____________________________________TRS 5-8 

Torpedoes (Research) _____________________MD 2--10 

Tort Claim,______________________________LEG 2--3 

Tours of Duty, Civilian____________________ CIV 9-1 

Toxicology_______________________________MD 14-28 


Traffic: 
ControL _____________________________ POL 1-14 


Air ________________________________OPS 2 

Non-Revenue_________________________TR8 4-4 

Regulations, MATS ___________________TRS 4-6 

Revenue _____________________________ TRS 4-5 


Trainees, Foreign _________________________TNG 6 

Trainers_________________________________R&D 7-7 

Training _________________________________ TNG 


Academic____________________________TNG S-1 

.Administrative____________________ .. __TNG 1 

Aids ________________________________TNG 10 


Facilities___________________________INS 1-12 

Aircraft Recognition __________________TNG 4-1 


Basic: 
Flying____________________________TNG 5-1 

Nonflying_________________________TNG 7-1 


Chemical Warfare ____________________TNG 4-2 

Driver_______________________________TRS 5-3 

First Aid ____________________________TNG 4-3 

Flying_______________________________TNG 5 

Foreign Trainees _____________________TNG 6 

Management___________ .. _____________TNG 1-2 

National Guard ______________________TNG 3-2 

PhysicaL___________________________TNG 4-4 

ProfessionaL_________________________TNG 8 

Research____________________________MD 19-10 

Reserve _____________________________TNG 3-1 

Secretaria'-- _________________________TNG 1-3 

Small Arms _________________________ -TNG 4-5 

SpeciaL _____________________________TNG 9-4 

TechnicaL_______________ • ___________ TNG 9 

UniL _______________________________TNG 11 


• 
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• Transfer: 
Personnel (See Assignment, 

Reassignment, Detailing) 
Records, oL_________________________MGT 1-2 


Transmission:
Mcssages____________________________ COM 1-2 


Military Security Informa.tioD__________SEC 3-5 

Transmitters (ResearcbJ___________________R&D 4-13 

Transparencies. __ • _______________ ._. _. __ .PHO 5-2 

Tranpport:

Illegal Use oL _______________________TRS 7 


Military:
Air Servico _________________________TRB 4 

8oa ________________________________ TRS 6 


Oporations (FligbtJ ____________________OPS 6-9 


1'ranPportation:

CommerciaL _________________._. _____TRS 2 


FreighL ___________________________TRS 2-3 

Passengers. ____ • _________ • ___ ._. ___TRS 2-6 


Military:
Air Transport. ___________________ • _TRS 4 


Non-Revenue___________ • _______ ._TRS 4-4 

Cargo (Fl'<'igbtJ _________________TRS 4-4 

Passengers. ______ ._. _______ • ___TRS 4-4 


• 


Itevenue_________________________TItS 4-5 

Cargo (FreightJ _________________TRS 4-S 

Pnssenger______________._. ___ • _THS 4-5 


Motor Vehicle________________________TRS S 

Sea Transport________________________TRS 6 


Cargo (FreightJ _________________TRS 6-2 

Passengers_____________________TRS 6-4 


Travel:
Civilian ______________________________CIV 18 

Control (Security) _____________________SEC 2-1 

Insurance. _________________________ ._ TRS 8 


Pay and Allowances: 
(Por Diem) 

Civilian__________________________CIV 16-2 

Military _________________________MIL 6-11 


Priorities _____________________________ TRS 9 


Treatment:
DentaL ____________________________ MED 2-7 

MedicaL___________________________ MED 7-4 


Troop:
Carrier Operations _____________________OPS 6-10 

Movement (8ocurity) __________________SEC 2-1 


Trophies, Tra.nsport&tioD ___________________TRS 1 

Turbulence Researcb ______________________ R&D 15-10 


u 

UCMJ ART 139 Claims___________________LEG 2-4 


Unauthorized Destruction of Records ______ .MGT 1-2 

UniforIrul (Regulations governing 


wearing 00---- _______________________MIL 18 


Unit:
Assignment of- ______________________ MGT 8-2 

Funds_______________________________FIN 10-3 


• 

Movements__________________________ MGT 8-2 


Training _____________________________ TNG 11 

Unsatisfactory Reports ___________________ MTN 10 

Utilities__________________________________ INS 1-13 


Utilization: 
Manpower__________________________ MGT 4-3 

Supplies______________________________SUP 5-S 


Utility Boats____________________________ -TRS 10 


v 


Vehicle:
Motor _______________________________TRS 5 

OperatioDS ___________________________TRS 5-S 

Registration. ________________________ .POL 1-15 


Vermin ControL __________________________INB 1-7 


Veterinary: 
Medicine Research ____________________R&D 14-29 

Service_____________________________M8D 8 


Virology Research ________________________R&D 14-30 


Visas: 
Civilian______________________________CIV 16-1 

Military_____________________________ MIL 6-4 


Visibility, Meteorology Reaearch ___________ R&D 15-7 

Visitor Control (8ocurityJ __________________ SEC 2-2 

Visits, Administrative ______________________ INV 1 

Vocational Training Funds _________________FIN 1(}-1 


Voting:

Civilian______________________________ CIV 4-3 ., 
Military _____________________________MIL 12-1 


Vouchers, Supply _________________________SUP 4-1 

Vulnerability_____________________________INT 4-1 


w 
Waivers__________________________________ MIL 14-1 
 .... 
War, Prisoners oL ________________________ MIL 13 

War Plans________________________________OI'S 10 


Combined (other countriea) _____________OPS 1(}-1

D"fense______________________________OPS 1(}-2 


Joint (Army, Navy, Air ForeeJ__________ OPS 1(}-3 ,
Warfare, Atomic __________________________OPS 3 ;

.jWa.rfare Agents Research 
Bacteriological _______________________R&D 24-2 

BiologicaL__________________________ R&D 24-2 

ChemicaL __________________________ R&D 24-3 

RndiologicaL ________________________R&D 24-4 


Warbeads, Arma.ment Research ___________ .R&D 2-14 

Warehousing (also Open Storage) ___________SUP 4-2 

Water Research__________________________R&D 15-8 


Weapons, Thermonuclear Research ________ "R&D 24-5 

Weather: 


Forecasting __________________ ~ _______ WEA 2-2 

Research __________________________R&D 15-9 


Welfare: .'.' 

Civilian______________________________ CIV 7-1l 

Funds_______________________________ FIN 1(}-3 

Military _____________________________MIL 10 


Wherry Housing___________________________INS 2-2 
 .~i' 
.,' 

""'. 
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Withheld Pay____________________________MIL 8-8 Simplification________________________MGT 6-4 

Withholding Tax __________________________FIN 11 Worohip _________________________________ MIL 4-9 

WiIl, ____________________________________LEG 3-3 


:," Winds___________ ._._._____ . _____________ R&D 15-10 • 
Wire Fe.cilities, COmmunicatioDs ___________COM 4 x 
Work: 

Capital FundB ________________________FIN 12-4 

Hours oL_<___________________________CIV 9 X-Ray, Dental .. ________________________ MED 2-3 

Measurement. ____.___________________MGT 6-4 

, 

, 
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Appendix B 

RULES FOR ALPHABETICAL ARRANGEMENT 

I. Sequence of Surnames 
Names of individuals shall be 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. Identical Surnames 
Identical surnames shall be arranged, 

first, by the first initial of the first given 
name, then the initial of the second given 
name, conside'ring 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: 

Alhm, A 

AIleTI, Alice 

Allen, A. B. 

AlJen, 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, S. M. 

Pagella, T. M. 


b. If other than surnames of individuals, 
they shall be treated as separate words: 

Han·Scott Motor Co. 

Halt Technieal Laboratories 


c. 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: 
Assn ..•..........• Association 
Co ....••.....•.... Company 
Jas ............... James 
Mt ................ Mount 
Natl .•......•..... National 
St ................. Saint 

6. Names that Contain Numerals 
Numerals that form part of a name shall 

'i' 

be considered for filing as though spelled 
out: 
19th Century Literary Clu_Nineteenth Century 

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

vision 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 


.' -
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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 Hospital 

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 individuals 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, Chicago, Illinois 
Brown and Company, San Francisco, California 
Smith "and Sons, Springfield, IUino;s 
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 


I I. 	Titles 

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

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 palt 

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: 

McGinty, A. B. 

M'Ginty, B. A. 
 •Mac Ginty, C. D. 

M'Ginty, D. E. 

MacGinty, D. F. 

McGinty. F. G. 


13. 	 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 direc
tions such as northwest, southeast, and so 
forth, sometimes written as one word and 
sometimes.'as two, shall be considered as Oile 
word when filed: 

Southeast Pro4ucers Assn. 

South East Producers Assn. 

Westside Grocery 

West Side Meat Co. 
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15. 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 181-4 

upon the number of names in the file, and 
whether the materials to be filed by name 
are individual papers, cards, case files, etc. 
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 A Co Gi Ki Mu Ro U 
B N B K R Am Cr Gr L N S V 
C P C L S B D H Le 0 Sch W 
D R D Me T B. D. H. Li P Si W. 
F S E M U Bi Do Ho Me Pe St Wi 
H T F N V Br E Hu M Pi Su XYZ 
I W G 0 W Bu F I Mar Q T 
K H P XYZ C Fi J Me R To 

I Ch G K Mo Ri 

'.;; 

'. ~ 

100 Division 
" 
..,A Bo Cor Et H J MeA P Be Tr 

AI Br Cr F Ham John M Pe Sh U 
Am Bra Cu Fi Har K Man 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 8t We 
Bar Ch Do Ge Ho L Mu Ro 8to Wh 
Be CI Dow Go Han Le N Ro. T Wi 
Ber Co E Gr Hu Li Ni S Tho Wo 
Bi Con EI Gro I La 0 Soh Ti XYZ 
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.. A Br Cu FI Har Jones MeD P Be V ~ AI Bro D Fo Harr K MeK Pe Ch Ve 
'1: Am Bu Davia Fr Hat Ke M Pet Si W 
,t Ander 

Ar 
C 
Car 

D. 
Del 

Fri 
G 

H. 
Hen 

Kel 
KI 

Man 
M.. 

Pi 
Pr 

Smith 
So 

Wall 
War 

i 
At C.. Di Gar Her Kn Me Pu Sp We 
B Ch Do Ge Hi Kr Mi Q-R St Wei 
Baker Che Dow Gi Ho L Miller Re Sto Wh 
Bar CI Du Go Hoi Lar Mo Ri Su Wi 
Be Co E Gr Hon Le Mor Ro T Willi""", 
Ber Con EI Gre Hu Lei Mu Ros Te Wilson 
Bi Coo Et Gro Hun LI N Ru Tho Wo 
BI Cor F H I Lo Ni S Ti Wr 
Bo Cr Fe Hal J Lu 0 Sch Tr XYi 

,Vi 

...-" ..~ BOD Fi Ham John MeA Or Schm U Z 

;~ 

:4' 

-' .•" 

.to"' 

I,.~:. '" 

1f; 
.'+ 
.. ,:~ 

I 
:~~ 
..'1 
::-~ 
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CHANGE 	 AFM 181-4A 

AIR FORCE MANUAL DEPARTMENT OF THE AIR FORCE 
NO. 181-4A WASHINGTON, 6 October 1968 

RECORDS MANAGEMENT 

Maintenance of Current Records 

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

1. Make the following changes by pen and ink: 

Paragraph 	 Action to be takenJage 
Change heading "Paragraph" to read "Figure". 

vi 	 In figure· 6, change folder labeled "ANDR" to read 
"AN". 

/1"1 16 Delete .the letters "a". "b"J u e", and "d" appearing in: 
the first paragraph. 

06 19b(1) Delete last sentence. 

vl6 19b(2) Change the category "OFF" to read "ADM". 

.. 
 15 31 and 32 Delete all FSN designations. 


v26 33a Change the word "publications" appearing in the last 

sentence to read "material". 

-'3'3 	 Align "CIV 17 Separation" and "CIV 18 Travel" as 
primary subdivisions. 

v;J;3 	 Align "FIN 1-5 Reporting Instructions and Require
ments" as a secondary subdivision. 

v38 Add new primary subdivision "11 Forms Management" 
to major sUbjective ·category "ADMINISTRATIVE 
MANAGEMENT-MGT".

v:r; Delete the subdivision "3-3 Fonus Standardization and 
Control". 

<./4.9 	 Change the symbol for Accident, Ground Safety "MIL 
3" to read "MGT 3". ~~ 

V"'54 	 Delete the cntry "Forms PUB 3-3" appearing under 
"Control" . 

v'57 	 Substitute "Forms Management MGT 11" for the 
entries "Forms: Control PUB 3-3" and "Forms; Stande 
ardization PUB 3-3". 

,)67 	 Delete the entry "Forms PUB 3-3" appearing undeli 
"Standardization" . 

• 
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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 remains "FIN". 
 • 

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

4. Insert the attached revi.sed 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 Administrative Services 


Attachments: 
Pages 17-18, 23-24 

DISTRIBUTION: 
F;X: .. 

Air Force Records Center, 9700 Page Blvd, St. Louis 14, Mo.______ 25 

Federal Records Center, GSA, King and Union Streets, Alexandria, 


Va. _____________________________ .__________ _ _ _ _ _ _ _ _ _ _____ 10 

• 
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AIR FORCE MANUAL DEPARTMENT OF THE AIR FORCE 
NO. ISI--4B Washington, 30 August 1961'. 

j~ 

Records Management 

MAINTENANCE OF CURRENT RECORDS , 

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

I. Make the following changes by pen and ink: 

Paragraph Line(s) Action To Be Taken'lge I 
4 '"0/6 JChange "(1), (2), (3), (4), (5), (6)," 

J to "a, b, c, d, e, f." 
I V'oJ 7 13 5 & 6 Delete "Records Management Group."

Vs v Title 2 JChange "Records" to "Correspondence." 
\'13 Figure S ,Change date to "I Jun 61." 

I
04 16d 1 V/Change "they" to "it." 

\J Add 44S" to "concern." 
'J 46 "Appendix A Under "SUPPLY & SERVICES-SUP," 

change as follows: 

• 
1-1 Basis of Issue 

Accountability 
Equipment Authorization 

Allowance Documents 
Foreign Government 
Loan, Donation and Exchanges 
Rations 

This change supersede. Interim Chonge.: 1, 25 Novemller 1960; and 2, 25 May '961. 

DISTRIBUTlON: 
F; X: 

AF Branch Military Personnel Records Center, 9700 Page
Blvd., St. Louis 14, Mo. ____________________________________________________________ 25 

Federal Records Center, GSA, King & Union Streets, Alex
andria, Va. ____ __________ ________ ______________________________________________ ______________ 10 

L 
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2. The * is used throughout the manual to indicate new or revised mate

rial in the text. 
 e·· 
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 1, 2 
9 thru 12 20 Feb 58 9 thru 12 
15, 16 20 Feb 58 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: 

OFl'ICIAL: CURTIS E. LeMAY •
Chief of Staff 

R. J. PUGH 
Colonel, USAF 
Di"ector of Administrative Se"vices 

~\ 
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• AIR FORCE MANUAL DEPARTMENT OF THE AIR FORCE 
NO. 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 Action To Take 

viii Chapter 3 1 Delete "RECORDS" and substitute "COR
RESPONDENCE." 

4c 4,5 Change to read "... will preclude their com
bination with standard-size records." 

12 9-19 Delete "However, . . project was com
pleted." 

13 7 Substitute" (AFDASB)" for" (AFCAS-8)." 

15g(4) (a) 4-6 Insert a period after "reference" and delete 
"or to segregate ... different retention pe
riods." 

• 15g(6) Substitute "Original" for "A copy." 

Delete "including superseded plans." 

Delete "general correspondence." 

Delete" (Note . .. system.)."
J14 16b Delete "the offices served by." 
/14 16c Delete "the offices served by." 

J/20.1 199 Delete this paragraph, ·including subpara
graphs (1), (2), (3), and (4). 

/z0.1 20 4-5 Delete "distinction and." 

'"'21 26 2-5 Change second sentence to read "See AFR 
205-1 and the implementing security direc
tives before labeling cabinets containing 
classified material." 

32c 2 Substitute "l1/s" for "Va." 
34b 3 Substitute "AF Form 80" for "records control 

schedule." 

, 
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Page Paragraph Line Action To Take 

V35 INV Add as primary subdivision: "7 Safety Pro
grams," • 

·V 38 MGT Delete primary and further subdivisions of 
."3 Ground Safety." 

Wl9. OPS Delete secondary and further subdivisions of 

"2-5 Flight Safety." 


~7 Flight Delete "Safety ............ OPS 2-5." 


v57 Ground Delete "Safety ............ MGT 3" and all subdivi
sions. 


66' Safety Delete present subdivisions and substitute 

"Safety Programs ............ INV 7." 


~.
!-w.. f:, . 2. Page Changes. Remove pages 15 through 20, dated 30 August 1961, and insert the at 
... . tached revised pages. 

3. New or Revised Moteriol. 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 
, 

..2 



IMMEDIATE ACTION 


• 
CHANCE 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. J. PUGH 
Colonel, USAF 

Director of Administrative Services 
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• . IN'FcJ 
DEPARTMENT OF THE AIR FORCE. 

HEADQUARTERS UNITED STATES AIR FORCE 

WASHINGTON. D.C. 

REPLY TO 21 NOV 1966 
ATTN OF: AFDASB 

.' 
SUBJECT, Revised Procedures in AFM J.8~-4, Maintenance of Current Records, 3 Oct ~966 

TO: SAFAA AFDAS AFISI/ AFJAG AFNIA AFADF AFODC AFOWX AFSDC AFSPD AFXOP 
AFCCS ~~AFMSG AFAAC AFADS AFOAP AFPDC AFSLP AFSSS AFXPDAFFRA 
AFESS AFG· IDI AFNIN AFAAF AFADO AFOCC AFPCP AFSMS AFSTP AFXSA 
AFCVS AFHCH AFNIC AFABF AFAMA AFOCE AFPMC AFSME AFXDC AFXDO AfBSA 
AFIGO AFNIE AFADA AFAUD AFa.10 AFRDC AFSPP AFXJM AFTAC 

(Records Representative) 

~. We have received inquires concerning the provisions of the new 
AFM ~8~-4. Following is a discussion of some ~ the genera~ and specific 
changes and the reasons for them, and should. be passed on to a~~ offices 
of record. . 

• 
2. Gener~. The manua~ was written for the majority of recordkeepers of 
the Air Force. The provisions are based upon Govel'lllDent-wide standards 
prescribed by the Gene~ Services Ad!I1in1stration. Some of the procedures 
and rehted te:rms that you have been fsm1liar with have been changed or 
broadened to coincide with these standards. The procedures are mandatory 
unless the text of the specific procedure pel'lDits flexibility. Some pro
cedures were purposely made flexib~e because of dis~1m1~ities in record
keeping practices due to variances in mission requirements, c~~exity of 
documentation, vo~ume of fi~s, capabilit;y of records c~rks, and simi~ 
factors. We expect our records peop~ at all ~e~s to adjust these 
pel'lDissive procedures to cope with ~oca~ prob~ems and exigencies. 
Therefore, more freedom of action and the exercise of iDgenuit;y in reco:rd
keeping should. be pel'lDitted at thel:~ ~el than was pel'lDitted in the 

,past. We urge that you caref'ully conSider the need for directorate-wide 
standardizat.ion of these permissive procedures before imposing arbitrar;y, 
mandatory pract.ices on all recordkeeping activities. 

3. specific Procedures. 

a. Offices of Record (Para 4). The requirement t.o designate offices 
of record was de~ted. The guidelines to follow in establishing office~ 
of record assures that such offices are properl;y located. The preparation 
of an AF Form 80 and the transm1t~ of a cop;)' of that form t.o AFDASB and 
the Directorate records representative per HOI 18l-3 is sufficient notice 
of the designation and establishment of an office of record. 

• 
b. Subject.ive Arrangement (Para 8f and Item 6, Figure 3). Subjective 

arrangement is not restricted t.o the Air Force Subject.ive Chssification 
System. The latter. system is prescribed for the maintenance of correspond
ence and ather rehted document.s which cannot be filed in a more silIql~ 
arrangement.. The policy reference file, arranged by subject topiC, is 



• 


•
. ' 

one example of a locaJ.J.y devised "subjectlve:Qr" arranged flle of documents. 
Some of you prefer to ldentlfy this arrangement as "alphabetlc by name" 
probab:Qr because (for demonstratlon of fl:l.e coding purposes) the subjects 
are preceded by alphabetlc symbols or because the subjects are arranged 
in alphabetlcal order. To achieve a more order:Qr arrangement, subjects 
are arranged in alphabetlcal order and then fl1e codes are asslgned-
ln the Air Force Subjectlve Classlflcatlon System these are numerical 
flle codes; in other subjectlvely arranged records series they are 
alphabetlcal file codes. Therefore, regardless of the fl1e coding, 
the primary arrangement (determined by how the records will most often 
be requested) 'ls by subject. Thus, the numerical file coding in the 
Air Force Subjectlve Classlflcatlon System does not mean the primary 
arrangement ls numerlcal; similar:Qr, the alphabetlc flle coding in 
other subjectlve:Qr arranged fl1es does not mean the primary arrangement 
ls alphabetlcal. We believe the deslgnatlon ls approprlate and should 
cause no confuslon as long as local subjectlve categories are not 
asslgned numerical codes similar to the Air Force Subjective Classiflcatlon 
System. 

• 
c. File Coding (Para 10a(1) and 14a). The item number from the AF 

Form 80 may be used to code papers for filing in other thS.n general corre
spondence files. While this was prescribed ln the previous edition, 
questlon has been ralsed as to the necesslty for coding large quantitles ' 
of similar documents (bills of lsd1ng, special orders, etc.). Again, we 
believe this provision should remain flexible and not be imposed upon 
all offices of record. Certa1n:Qr, an offlce that accumulates an:Qr one 
basic series (e.g., orders) need not place a flle code (ltem number) em. 
all orders to be flled. The procedure should be used an:Qr when lt is 
necessary to segregate and identlfy several groups of documents for 
filing and reflling. 

'-~ 

d. Placement of AF Form 82s (ParS 128). The requirement that 
disposltlon guide cards be placed to 1nd1cate ult1mste disposition of 
the related records was discarded because the system does not agree with 
Government-wide filing practices. Guide tabs should be placed on the 
left side (first position) of the file to introduce all records series. 
Center (second position) guide cards are used to introduce major sub
divislons of each records series, when necessary. Right (third position) 
guides may be used to introduce further subdivisions. Since the guide 
card. bearing the AF Form 82 also serves as the locator guide card intro
ducing each records series, it ls logical to place that guide an:Qr in 
the first (left) position. Furthermore, we found that records were not 
being destro.yed or retlred on the basls of the position of the dispositiem. 
guide card but an:Qr after the AF Form 82 was referred to. 

e. Describ Records in Column B of AF Form 80 (Para 108(2). The 

• 
instructions for describing records on the orm 0 y us e para
graph tltle from .AFM 181-5 has been changed to permit flexibllity--the 
title of the applicable paragraph or subparagraph of .AFM 181-5 will be 

2 
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• used when a"']bopriate. The prima.ry purposes of the change is to permit 
the AF Form to describe more specifically the types of records in 
each office of record since IIIB.DY 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 AFM 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. Us1ng Prong Fasteners (Para 13g and 17). The indiscriminate 
use ofp;rOng fasteners should continue to be discouraged. However, there 
are instances when their use is justified. When related papers cannot 
be stapled because of their thickness, the use of prang fasteners is 
preferred instead of rubber bands, paper> and binder clips, pins, etc.
AlSo, when entire folders are frequent4 used away from the files area, 
prang fasteners may be used to prevent the loss of loose papers within 
the folders. 

::fr~I.~ 

• 
F. M. RENDnIE 

Documentation Systems Division 

Directorate of Administrative Services 
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AIR FORCE MANUAL DEPARTMENT OF THE AIR FORCE• NO. 181-4 Washington, 8 October 1966 

Records Management 

MAINTENANCE OF CURRENT RECORDS 

1"i5 manual prescribes policies, procedures, and techniques for maintaining current records. It ex
• plains how 10 establish bas;cally uniform, economical, and effident practices for maintaining all 

types of current records. 
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Paragraph Page 

Chapter 1. Objectives and Responsibilities 
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Chapter 1 


OBJECTIVES AND RESPONSIBILITIES 


• 

I. Why Records and Efficient Records Mainte
nance Practices are Necessary. Records playa 
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 purposes. 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 Responsibilities. 

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
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 iI\cludes 
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 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. 

c. 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 iii. 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: 

1 
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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 
to serve and adjust the filing practices ac
dordingly, so that accurate and efficient ref
~rence 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. 

• 
• 

r 

• 
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4. Where Records Are Located (Offices of Rec
ord). Records are located at organiza.tional 
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 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 determined. Thus, the functions 
and responsibilities of the offices served by 
the office of record are segregated arid com
pletely documented-this makes the files 
more useful, improves documentation of 
functions, 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

3 October 1966 AFM 181-4 

Chapter 2 


PLANNING AND ARRANGING FILES 


guards required to adequately safeguard clas
sified documents. 

c. 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.) 

(c) The minimum tloor 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 etllciency 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. 

(1)) Lighting should be comparable to 
that in normal office space--free from glare 
caused by sunlight, exposed bulbs, or dis
tracting retlections. 

3 



181-4 3 October 1966 

(c) The floor should be strong enough (4) Case or project files, such as civilianto support the· weight of the files, equipment, and miJi.tary individual personnel records and 
~nd personnel. claims and contract case files. •

! d. Arrangement. Arrange files equipment (5) Specific series of records maintained 
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 
~~acticable to the most users. 

(3) That the use of the records is 
IlPpropriate to the work involved, e.g., classi
fied records are located away from windows, 
doors,etc., to prevent unauthorized access. 
\ 
I
5. Planning Files. The files of an office of rec
6rd consist of one or more "records series." 
A "records series" is a group of documents 
with similar characteristics which is main
~ained apart from other groups of records in 
the office of record. The first planning step is 
to separate the records into series. This will 
~educe finding time by reducing the area of 
search. 

I: 

, 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 

i,ame kind serve the same purpose. 
(3) Physical characteristics (nonstand

ard size and shape) preclude filing with 
standard size records-see paragraph 7g. 

(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. 

I 

(2) Control type records, such as index 
c,ards, locator cards, mail control records, 
document receipts, etc. 
: (3) Records with short retention re

quirements such as locator files of messages 

as prescribed in a separate directive, i.e., nu
merical and functional forms, bills of lading, 
supply records, etc. 

(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. 

c. 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 transmittals-see AFM 
10-1; and 

,(3) Copies of letters furnished solely 
for information purposes unless it is known 
they will be subsequently referred to. 

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. 

and transitory and reading files. a. Related Documents Files. Individual 

I 4 
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documents or groups of documents perform (3) :May consist of transmittal letters 
ing the same function or refleding simil~.r or forms; requests for routine information, 
or comparable transactions are filed to publications, or supplies; communications 
gether, e.g., bills of lading, requisitions, etc. correcting reports or other minor corrections 
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
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 contlltct completion, retirement of an indi
vidual, or completion of a project. 

• 
c. Case Working Papers. These are shorl:

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 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

to records: and/or documents not reqJiring 
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 neerl 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 no days or less, If the volume war
rants using more than one folder, four fold
ers may be used as illustrated in figjIre 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, etc. 

e. Geneml 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 Force Subjective Classi
fication System found in paragraph 9 and 
attachment 1. 

f. Technical Reference Materials. These 
materials may include copies of pUblications, 
special n,ports and/or studies, periodicals, 
etc., requi.red by the accumulating office as a 
"technical reference library." These materials 
should be evaluated and only those whfch are 
current and will be of significant reference 
value should be filed. They are usually main

• 
tinuing reference value; and tained by offices such as those involved in 
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Figure I. Somple File Drawer. 
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3 October 1966 

statistical reporting, research, development, 
and gathering and disseminating informa
tion. 

g. ExtHi 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) Rewi:ing 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-lD, 5 May 1965.) 

• 

(2) Policy Reference Files. These/a;e 
copies of selected documents reflectink poli
cies, precedents, procedures, ang.JnStructions 
governing the performance or 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 Recordings-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) Ae"ial Photographs. 

(5) Engineering Drawings - may be 
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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 - s~riously 
hampers filing and reference in standard 
size records. If more than 10 percent are 
oversize, file them separately. 

(6) Punched, Microprinted, and Mic,'o
film Aperture Ca,'ds:' 

/ 
8. Basic Filing ,Krrangements. After determin
ing which Jecords will be filed as $eparate 
records series, select a method of arranging 
each sei:Jes. The selected arrangement should 
p~m1it ease of filing and finding and pre
clude the use of separ!lite 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 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 arrangements. 
If the system is rather common, it will be in'cluded in 
this manual. 

a. Nwmerical Arrangement. This system is 
used to arrange records normally identified 
and refEirred to by number, such as bills of 
lading, requisitions, purchase orders, etc. 
Other rEicords, 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 

• 
blueprints, diazo prints, pencil sketches, or of arrangement for filing. This practice re
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qJires the establishment of additional in
d~xes to locate the documents.) The two most 
c6mmon methods of arranging files by num
bJr are discussed below. 

I (1) Consecutive Numerical Sequence. 
This is the conventional method of numer
iclllly arranging files-the numbers are ar
r~nged by their normal sequence, e.g., 1, 2, 
3); 4, etc. 

!: (2) Terminal Digit Method. Using this 
rrillthod, the digits (in groups of 2 or 3) are 
r~ad from right to left. They are arranged 
fitst 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 
aM the terminal digit methods. 

II 

Comecutive Sequence Terminal Digit , 
ii 1~256 P' .~12~-,-31T-·---'~34 
" rlmary- ]"

/I Secondary·--I--- i: 

I. 	 Tertiary.-.
!;

NOTE.' Consider using the terminal digit method 
when documents to be numerically filed have gaps in 
th~ir numerical sequence, have 5 or more digits, and 
CO,hsist of 25,000 cards or papers or 10,000 case 
folders. This system speeds sorting and filing, re
drlces errors caused by transposition of numbers, and 
p~rmits better workload distribution. 

Ib. Chronological Arrangement. This sys
uim is used to arrange files in date sequence 
when the date is the primary means of ref
efence. It is the most useful method for 
k~eping documents in small, manageable 
g~oups, usually by year, month, and day. 
Chronological arrangement is frequently 
uked in conjunction with other arrange
rrients. Transitory, reading, and suspense 
files are examples of records which are ar
ranged by date. 
Ic. Geographical Arrangement. In this ar

rangement, papers are filed by geographical 
Idcation such as area, country, state, county, 
e*.c. It is used when the geographical loca
tion is the primary means of reference. Files 

I 	 • 

are arranged in alphabetical sequence first 
b~ the name of the main geographical divi
sion, such as a state, then by the next most 
iritportant subdivision required for reference 

d. Q"ganizational Armngement. 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. A.lphabetical Armngem.ent. This ar
rangement is used to file documents by name 
of persons, companies, agencies, etc., in 
alphabetical sequence. In arranging papers 
alphabetically, disregard articles,conjunc
tions, and prepositions but inc.1ose them in 
parentheses. Apostrophe s ('s) does not af
fect filing arrangement; however, s apos
trophe (s') does. Specific rules follow: 

(1) Surnames-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 

D'Arcy 
Dawes 
MacGinty 
M'Ginty 

Page, A. D. 
Page-Lewis, S. M. 
Pagella, T. M. 
Van Burgund 
Vancourtland 

(3) Abbreviations and Names contain
ing Numerals-arrange as though spelled 
out. 
Example: Assn ______________Association 

Mt _________________Mountain 
19th _______________Nineteenth 
St ______________________Saint 

sbch as counties, cities, or names of bases. 	 10th ___________________Tenth 

I 	 8 • 
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• (4) N"mes Cons-isting of Init-i"ls (Tmde 
0" Coined N"mes of Pirms)-arrange as one 
word. 
Example: 	 OAR Chemical Company 

OAX Radio Station 
PDQ Messenger Service 

(5) N"mes 	Containing Words Denoting 
Direction-arrange as one word. 
Example: South East __________Southeast 

West Side ___________Westside 

(6) N"mes of Inst#utions, Schools, and 
Colleges Cont"in'ing an Individu"l's Name
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) Organ'izational 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 Geogmphical or Loc,,
tion Words-arrange as written. 
Example: 	 Fort Monmouth Supply Company 

Newark Provision Company 
West Virginia Grocery Company 
West Wellington Motors 

(9) Identic"l Firm N"mes - 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) Ch"mbers of Commerce, Boa"ds of 

Trctde, Banks, N ewsp"pers, 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

Example: Chamber of Commerce, Wash DC 
W"shington (DC) Chamber 
(of) Commerce 

(11) Fedeml Dep",·tments "nd Subdiv'i
sions-arrange by name disregardi'lg 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) State, County, Munic'ipal, or For
dgn Got'ernment Offices (such as depart
ments, boards, bureaus, etc.)-arrange first 
by name of state, county, etc., then by name 
of department. 

Example: 	 Police Department, Arlington 
County, Va. 

Arlington County (Va) Police 
(Dept) 

(13) Nongovernment Pirms With 
Names Beginning With "State, City, County, 
Board 01" Bure"u of," etc.-arrange as writ 
ten. 

Example: 	 City Office Supply Company 
Committee (for) Hospitality 

(14) Firms Operat-ing Under More 
Th"n One N"me ,!nd Firms With a New 
Name-arrange by most active or current 
name, as applicable, and cross-reference 
other appropriate names. 

(15) Fratern(!l and Simil"r Org"niz,,
tions When P(!rt of a L(!rger Org(!niz"tion
arrange first by name and then by parent 

organization. 

Example: American Legion, Arlington Post, 


Va. 
ArUngton (Va.) Post, iAmer
ican Legion 

(16) Indexing the Alph"betic"l FUe. 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 

• 
merce, etc. 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 
C P C L S B D H 'Le 0 Se W 
D R D M T Be De He Li P Seh We 
F S E Me U Bi Do Ho M Pe Si Wi 
H T F N V Br E Hu Mar Pi St XYZ 
I W G 0 W Bu F I Me Q Su 
K H P XYZ C Fi J Me R T 

1 Ch G K Mo Ri To 

100 Division 

A Bo Cor Et H J M P Se Tr 
Al Br Cr F Ham John Man Pe Sh U 
Am Bra Cu Fi Har K MeA 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 
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 S Tho Wo 
Bi Con El Gro I Lo 0 Seh Ti XYZ 

1.50 Division 

I A Br Cu Fl Har Jones Man P Se V 
Al Bro D Fo Harr K Mas Pe Sh Ve •Am Bu Davis Fr Hat Ke MeA Pet Si W 

Ander Bur De Fri He Kel MeD Pi Smith Wall 

Ar C Del G Hen Ki MeK 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 
Bar Che Du Go Hoi Lar Mo Ri Su Wi 
Be Cl E Gr Hon Le Mor Ro T Williams 
Ber Co El Gre Hu Lei Mu Ros Te Wilson 
Hi 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 0 Seh Tr XY 
Bon Cr Fi Ham John M Or Sehm U Z 

Figure 2. Alphabetical Divisions. 

in the file and whether the materials to be variety of numbers of subdivisions. When 
filed by name are individual papers, cards, such guides are procured, specify "non
case files, etc. As a general rule, provide an terminal" alphabetical subdivisions, such as 
alphabetical subdivision guide for each 10 those illustrated in figure 2. Use the number 
to 20 name folders, or for each 25 to 50 of guides that makes searching the files 
name cards. Standard sets of alphabetical easiest, but remember that too many guides 
sribdivision guides are available in a wide defeat their purpose, 

10 • i 
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• f. Subjective Armngement. This arrange
ment is used when the grouping of documents 
by subject is the primary means of reference. 
The sUbjective arrangement oj 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 system has been designed to arrange 
and group correspondence and other related 
papers described in paragraph 7e by the 
function to which their sl!bject pertains", 
Exception: Small groups o"(1es$' 'than 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 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 documents 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 charity 
campaigns. 

(c) Local mail handling and control. 
(d) Local security records. 

Thus, this category serves as a convenient 
means for segregating all nonmission corre

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 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. Ali 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 subj ects 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 
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

• 
spondence and related paper which should be tions and subjects relating to nonappropri
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/!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 
to external relations such as international 

and distribution of cartographic photog
raphy, gravimetric, geodetic, intelligence, 
and other records. These records pertain to •Air Force activities engaged in mapping, 
charting, cartographic aerial photography, 
aerial electronic surveying, and geodetic and 
gravimetric surveying. 

organizations and legislative activities. , 
i (7) INS-INSTALLATIONS MAN
AGEMENT. This category relates to the con
struction, maintenance, and operation of 
facmties including land, buildings, other 
fixed structures and their appurtenances; 
family housing; and the related engineering 
planning programs. 
I 
I (8) INT-INTELLIGENCE. The sub

j,ects in this category 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 relate to the investigations, 
itispections, and safety systems. They reflect 
the adequacy and preparedness of the Air 
Force to accomplish its assigned mission; the 
state of training readiness, discipline, morale, 
Iiealth, 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 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 
~nd 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 
tequired. 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

(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 maj or 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 FERSONNEL •
ADMINISTRATION. This category relates 
to the administration of military personnel 
and their pay, welfare, recreation, and 
morale. It also includes chaplain functions. 
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 
involving the maintenance of materiel. 

(16) OPS-OPERATION. This cate
gory refers to military air operations which 
involve the preparation for and conduct of 

Ihent, collection, computation, production, air warfare. Flight operations during peace 

12 • I 
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• and war are included. Peacetime operations (23) SUP-SUPPLY AND SERVICES . 
also include subjects relating to maneuvers, This category involves subjects dealing with 
flights, exercises, war games, and related the storage, distribution, handling, and cata
activities. Be sure to distinguish between the loging of supJies; and furnishing laundry, 
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 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
LICA TIONS. 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 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 

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 majdr 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 subjects is referred to as the 
master outline. 

c. Master Outline. The master outline ,in 
"ttachment 1 is intended only as a reference 
guide in establishing a subjective file to meet 
the specific requirements of the usei-. Sub
jects not specifically provided in the :master 
outline .nay be added. Secondary and further 
topics may be used as primary topics 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 ~ubject 
rather than to the personnel record itself. 
Following are specific rules for using the 
master outline: 

(1) Use the master outline as the basis 

• 
classified information . for establishing a file-use only that pl!rt of 
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the ouaine that meets your needs and add 
ne~v subjects as needed. Select the major 
categories that represent your subject mat
ter and use a minimum of subdivisions. 
(Generally, two rna 'or cate ories will be 
use by an office of reCQrd. i.e.. "Office Ad
ministration-ADM" and the maior category 
representing the mission and responsibilities 
of Ithe 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 
nU)nbers in sequence under each major cate
gory, as illustrated below. 

r 

I MIL 1 Assignment and Reassignment 
, 1-1 Permanent Change of Station 

1-2 Temporary Duty 
1-2-1 CONUS 
1-2-2 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 Quaine. After choosing the appro
priate major categories and subordinate sub
je'ets, prepare a file outline as part of AF 
Fo'rm 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 
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Major Category: CIV 
Primary Subject: CIV 1 

Secondary Subject: CIV 1-1 
Tertiary Subject: CIV 1-1-1 

10. Files Main.tenance and Disposition Plan (AF 
Form 80). Now that the files have been 
properly placed in offices of I'ecord, records 
series 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: IteJ?1s 1 through 4 are self-explanatory ex
cept that both the office symbol and unit designation 
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 ia the. series. For reeor. ds 

, ..~t'I\.A~ c~".er~,lI/d/iM;.~sefles other than SYt>j ee'I"eLjLarra'lgea mes, 
the subdivisions may be assigned letters for 
ease of identification, coding, and filing (see 
Item No.6 of figure 3). 

G(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 
maj ority of files of an office of record, enter 
their location beneath the pertinent records 
group. When records are not maintained in 

• 


A 

are used to separate the numbers, An ex- filing equipment, also enter disposition in
, ample of file codes under this system follows: 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 8 
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 can
not be found, enter "None" and advise the 
records officer. .. b. Distribution. The office of record re
tains 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. 

c. 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 correc~ions, deletions, or ad
ditions. Reaccomplish AF Form 80 only when 
further corrections or additions cannot be 
made. 

d. StoJnda.rdizat-ion. 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. 

AFM 181-4 

11. Files Disposition Control Label (AF Form 82). 
After AI' Form 80 is prepared, the next step 
is to prepare Files Disposition Control 
Labels (AF Forms 82) -see figure I-for 
each records series listed on AF Form 80. 

a. Prepamt';on: 

(1) Item 1 (Item Number and T'itle or 
Descript'ion of Records Series). Enter infor
mation from Columns 5A and 5B of AF 
Form 80. 

(2) Item 2 (Prtmgmph Number f"om 
AFM 181-5). Enter applicable information 
from Column 5D of AF Form 80. 

(3) Item 8 (Cut-Off ['lI$truct'ions). 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 (D'isposition 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." 

(e) If no disposition instructions have 
been published, enter "None." If instructions 
are published later, cross out "None" and 
enter applicable instructions. 
NOTE: ,"'hen AF Form 82, Aug 61, is used, enter 
"after cut-off" after appropriate disposition' instruc
tions. 

b. Use. AF Form 82 is printed on special 

15 
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IDATE PItE'A.REOFILES MAINTENANCE AND DISPOSITION PLAN 
1. OfFICE SYMeOL Of OffICE 01' RECORD OR UNIT DESIGNATION 2. PREPARED IY (Nit"" of rmmI. rim), 

!, 

3. TYPED NAME AND rosmON TInE Of UCORDS CUSTODIAN 4. SIGNATURE OF CU$TODIAN 
"!: 

S. flUS PLAN 
, cnsPOSmONFILING ARRANGEMeNT.... OF EACH SERIES (I••m •••6n 0/rr:':f/'nru OR DESCRIPTION Of RKOlOS SERIESNO, ."Jlu6.,.......... ' ;".A M


~:;t!:,,~1;":1!i,. ~:r":jm.u,. !!Ji/F.:.u:.7!/~~!.:~:~j 
c• • •,. Files Maintenance and Disposition Plan, AF Form 8e1 100303& 


2 
 Records Shipment Lists Chronological 1603031> 


3 
 Routine Transitory Records Chronological 050102 

4 
 SubjectiveGeneral Correspondence .Files 050101b 

, AllM--Office Adnrlnistration 

1 Administration of Office Personnel 

2 Office Supplies, Services, and Equipment 

3 Secur1ty 


IDT--Adnrlnistrative Management' 

1 Communications (Written) 

2 Program Superv1sion and Guidance 

3 Records Management
i 3-1 Current Records Maintenance ! 
3-2 Documentation Storage &Retrieval Systems 


(See Item No. 5 for DS&R Projects) 

I 

i 
3-3 ,Records Disposition 

! 

Organ1zat1onalDocumentation Storage and Retrieval Projects 160303d5 .. 
SubjectivePolicy Reference Files 050202 


A--Adnrlnistration 

B--Security 

Co-Supplies and Services 

D--Tfansportation 


6 

ji AlphabeticalSupervisor's Records of Employ~es 0793027I 
, NumericalPosition Description Files 0703038 
I, 260110AlphabeticalSecurity Clearance SUmmary Records 


10 Access Authorization Certificates 

9 

Alphabetical 2601091> 


11 Registered Dispatch'Receipts 
 060201cChronological 

Chronological 260104Accountability Records for Classified Documents12 

26011la 

(At 'each main exit and on each safe)(Destroy when 


13 Room and Safe Security Control Records 

, superseding, records are prepared) , 

Chronological 05010314 Reading Files 

o60202cChronologicalSuspense Records 15 

:AF~80 

Figure 3 

16 
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• paper stock which adheres to file guide cards 
when moistened with water.l.Affix this form 
to tabs of guide ca~ds preceding each rec
ords series.') When placed on guide cards, 
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 
80~1t is important that all records following 
a disposition guide card have the same reten
tion peri d except as indicated in ara
graph ll. These gUl e cards and labels are 
"disposition" guide cards as distinguished 
from "locator" guid'e 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, )1These 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

• 

rent aceumulations 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~quipmenS5such' as safe 
check and room security inspection records). 
Instead, enter 

r 
instructions, the, disposition 

immediately below the description of the
tF Formrecords <\n 80 (see paragraph 

10a(2) )',' 
, , 

,,' 3_.
{.:;v(e..L~., ......... 

I 
r ~&." I 

~/II 
4 

r 
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i 
II 
I' 

Chapter 3 

FILES PROCEDU.RES
i 
I ,


12. Preparing and U.ing Guide Card. and File 
F~lders. Obtain the standard guide cards, file , 
fQlders, and labels prescribed in chapter 4. 
U~e them as follows. 
, 
i a. Guide Cards. As described in paragraph 

11a, prepare and place a first (left) position 
g~ide card, with AF Form 82 affixed, in 
f~ont of each records series. This guide card , 

al~o serves to "locate" or identify the rec
ot,ds series. Guide cards may also be used 
within separate series of records to identify 
atid support portions of the file as required. 
T~pe or print standard labels and attach 
th'em to the guide card tab. Positions of the 
g~ide cards indicate levels of division and 
sUbdivision. For example, in a sUbjectively 
aJranged file, a first position guide is used 
toi introduce the major category, a second 
PQsition guide card may be used to introduce 
th~ primary subdivision, and the third posi
tion for further subdivisions. (NOTE: To 

,! 

achieve 1) better balance of guides to folders, 
in instance~ where the tertiary and further 
subdivisions are numerous, place both the 
major Category 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 

DEPARTMENT OF THE AIR FORCE 
HEADQUARTERS UNITED STATES AIR FORCE 

WASHINGTON. D.C, 20330 

1 July 1966 

SVSJI;;CY, Appointment of Local Securlty Officer 

roo AFDASB 

1. Xxxxxx xxx:x:x. :xxx:xxxxxx xx:x:x:xxx:xx xxxxxxxxx xxx.xxx:xxx JOQCXXX JOCXXXXXX 

:XXXXXXXXXXXX. XJooooocx x:x:x::x:xxxx xxxxx JOOOOOOCX x:x:xxxxx. :x:xxx:x:x: :xxxxxx.. 

Figure 4. Paper Autharized and Coded for File (lnciuding Cro •• 
Reference Designation). ..18 
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• will include the file symbol, subject title, and g. Staple related papers together in the 
year; e.g., "MGT 1-3, Maintenance of Cur upper left corner. When the material is too 
rent Records, 1966." In other records series, thick to U:le wire staples, use prong fasteners 
the label wEI include the item number from to fasten related file material together. 
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. 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 mane- agement officer.) 

b. Insure that the tile iscomplete and that 
all attachments are retained or accounted 
for. 

c. 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. 

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 togeth'lr 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 rig'ht-hand corner of the paper-see 
figure 4. To code a paper for filing in item 9 
of figure 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 
"CONUS" 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 numbe~ 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 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 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 

19 
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OAf[ 1 July 1966 


INDEX: File #6B 


TO, AFDASB 

FROII AF'XXX 

r SUMIARY, Appointment of Local Security Officer 

• 
FILED: ADM 3 

INDEXER. abc 

, REMARKS. 

DO ,::.-,. 334 CROSS-REFERENCE SHEET 

Figure 5. Example of DD Form 334, Cross Reference Sheet. 
\."•20 
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than one subject, or other coding under cate the date under which the document will 
which it should be filed, or when a document be filed as prescribed in subparagraph b (6) 
is brought forward to be consolidated with above. 
another 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 cross-referenced are available 
or if "fast" copies can be conveniently made, 
use them instead of the DD Form 334 (see 
subparagraph c below for preparation in
structions) . 

b. Preparation of DD Form 334, Cross 
Reference Sheet. 

(1) Date. Type the date of the document 
being cross-referenced-day, month, and 
year (e.g., "1 June 1966"). If no date is 
shown, insert "ND" 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)." 

c. 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

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 th~re needed before 
actual filing in the approprl'ltte-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 lett/,r 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, tho,!sands, 
etc. 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
ing group by the second digit of the second
ary group. Subsequent digits are filed in con
ventional numerical order within each group. 

• 
cate where it will be filed as a cross-refer
ence. For continuity cross-references, indi- 17. Filing Procedures. Match the file codes of 

21 
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the papers with the folder labels before charging out the records may be included on 
placing papers in the folders. File the papers the form if needed. File AF Forms 614 and 
loosely in the proper folders with the latest 614a so that the "OUT" portion is visible. •
nate 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 
hrong 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 
{)apers begin to obscure folder labels, crease 
the bottom of the front folder leaves at the 
~cored expansion lines to increase the 
capacity of the folder. When folder content 
reaches 'V,. 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 
i;>f space .in each active file drawer to permit 
sufficient working space. Avoid cluttering the 
files by filing bulky material in equi pment 
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. 

\ 8. 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
1'lent(s) of a records series and the years 
covered, e.g., "Special Orders (Series G), 
1966." See AFR 205-1 nnd locnl implement
ing security directives before lnbeting cnbi
!'ets contnining secu"ity classified material. 

19. Using Ch"rge..out Records (AF Forms 614 
and 614,,). 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 

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
ordsfiled 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 classi·fied 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
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 unclassified 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 nny classified 

identification (symbol, abbreviation, etc.) informntion on the cross-reference sheets 
And telephone number of the individual thnt are to be filed in an unclassified file. 

22 • 1 
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• 21. Files Cutoff Procedures. Files "cut off" is next day, and the cutoff files disposed of 
the segregation of active and inactive files. after six months. 
Established periodic cutoff of files is essential d. Records sub.iect to audit or inspection 
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 
30 June 1966, cutoff would be on 30 June 
1966 and fiscal year 1967 files established 
the next day-1 July 1966, etc. 

c. 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'lcut them off 
on that basis, and dispose of after their au
thorized retention period .. 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 

may be: 
(1) Cut off as of the closing date of the 

period covered by the audit or inspection, 01' 

(2) Maintained on a calendar 01' fiscal 
year basis and either: 

(a) Flagged by using a file gtiide to 
facilitate disposition of that portion of the 
file which has been audited or inspected, Q1' 

(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 "pr.oject" 
files are cut off upon the occurrence of a cer
tain event, such as separation of personnel, 
final contract payment, or project c\>mple
tion. Upon cut off, pIace 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. Sinc" there is no established cut off fOI' 
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 p\lblica
tions.) 

• 23 
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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 
fihng 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) K roJt folders will meet the maj or
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 %," expansion, reinforced top, 
and square cut: 

(b) Legal Size: FSN 7530-200-4308, 

9%" x 14%." p;, 50 p-I"O 


(2) Pressboa,rd 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 
i pressboard folders are flat-type, gray, blank, ~\ 

, vertical, one-inch expansion, with self tabs, tl 
and square cut: 9.lt.-g,ll'/ \Jof, .1\ 

(a) Lette,' Size: FSN 7530 g86 H20, ,J,,~ 


9%" x: 11%." $/V.!D , ......... 100 "I.;l~t:J if'l 

(b) Legal Size: FSN 7530 ~I 96.", l> \' 


9%" x 14%,." 81\,_'01'-"-/,,1>

fl<:'. 
. b. Guide Cards. (See paragraph 24e for 
shelf-filing guide cards,) The standard guide 
cards are gray pressboard, one-third cut, self .• 
tab, without lower projections, all positions: /' 

(1) Letter S'ize: FSN 7530-989-0683. $1. P 
(2) Legal Size: FSN 7530-082-2635. ,$ 'f.' () 

c, Labels: 

(1) Gummed folder labels, blank, 3%," 

x V/a," 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. I~(: Ix#(S'.,) 


(2) Pressure-sensitive (self adhering) 

labels, in' sheets of 8 labels (248 labels to a 

box), 31//' x %," available in plain white or 

white with %2' wide identification strip in 

various colors. FSN 7530-577-4368 through 

7530-577-4376, depending on color. ~"1- (,pv M rb</ 

24. Standard Filing Equipment, The following 

items are to be used by all Air Force activi

ties as required, (See paragmph 25 for guid

ance when standard equipment will not meet 

filing requirements,) (a) Letter Size: FSN 7530-663-003\ 

iW~"x11%,." .ffi(.,,;f l""'fOC (~~M·I<6 a, Vertical Filing Cabinet •. Maintain only 
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• 	 material needed to conduct current business 
in these cabinets in office space. Filing cabi
nets are gray-finish steel, upright, 5-drawer, 
1 drawer wide, 57.1j/' high, and 28" deep. 

(1) Letter Size (15" Wide): FSN 7110
286-3799. ~ ~7.o0 (-37f'.wt"t....it-d<$" .••) 

(2) Legal Size (18" Wide): FSN 7110
286-3797. Use only tv/ten at leas~ one-fourth 
of th~. documents a~e legal s,ze. S~lIer 
quantItIes of lega~ sIze .documents WIll be 

AFM 181-4 

has not been included in the GSA Stores 
Stock Catalog; therefore, Air Force aotivi
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 Stencil Files Corporation, Cole, Gen
eral Fire-proofing, Shaw-Walker, etc. The 
following pressboard binders (with punched 

,cloth hinges) listed in the GSA Stores Stock 
folded to fit letter sIze cabInets. ,Il!hO,06(-mvifbJo,catalog are most satisfactory for maintain

'05{,~."b. Ca1'd Piling Equipment: 

(1) For 8" x 5" and 5" x 8" Ca1·ds. 
(.a) Gray enameled steel cabinets with 

16" deep drawers with compressor, label 
holder, and pull; four removable feet; stack

. h' I' t'Ing mac Ine IS Ings: 

(1) 11" x 17," FSN 7510-281-4310 (3" 
capacity, with fasteners) . .fS~fO 

(2) 11" x 14%:' FSN 7510-582-5488 
(without fasteners). ,$ "1'_ 'I:) 

ing slots and interlocking lugs. One-dra~~.D . 
units: FSN 7110-273-8770 (3" x 5"}ifnfi,.; e: Shelf .Filing. !he ~tandard shelf filing 
FSN 7110-273-8772 (5" x 8";: Two-drawe? q. ~abInet umts descrIbed In (3) below may be 
units: FSN 7110-273-8774_(l!" x 5") and m?re app~opriate .than filing cabinets for 
FSN 7110-273-8776 (5" x 8"). . :;'~~fihng certaIn materIal. 

• 
(b) Gray steel upright cabinets: 

1. For 3" x 5" cards, 10 double 
drawers, FSN 7110-269-8451.--81"8'.,;).5 

2. For 5" x 8'" cards, seven double 
drawers, FSN 7110-273-9512. f. 9:5, Of) 

(2) For 81,4" x 7%" EAM Cards. 
(a) Ten double drawers, holds 66,000 

cards, FSN 7110-273-9459. -/(,),cD 

(b) Eleven two-compartment draw
ers, holds 82,000 cards, FSN 7110-132
6496.""/9'1,.0 

(c) Two-drawer unit with compres
sors and stacking slots, 16" deep. 

c. C'!:lr--~aps, Plans, and Draw
ings. ~ive-drawer ca15inefS, 15%" x 41 Y, t;" 

r d~.O¥-53·%,,, with waterproof faE-ric draw.llr 
'fI" 11 '-..t0vers. FSN 7110-20 -0821. Separate base 

.:B 	 In.D·W 10-205-0822) and top (FSN 7110
. ~0I1205-08.23) units are available. 

.fJ J . h. Cabinets for Machine List·ings. These, 
cabinets are "jumbo" file cabinets (18 ' ~;' t;", 
wide, 14"%/' high, and 251!Y:.2" deep), 
three-drawers with "follow blocks" which 
hold listings in an orderly vertical position 

(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 1:0 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 limited \lmount 

. 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 specific factors to con
sider when planning for shelf-filing: 

(a) Records-must be easily main

• 
when filed in appropriate binders or sepa- tained and referenced in shelf filing equip
rated by pressboard guide cards. This item ment. 
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)11""" /J- $,Q,'l7
(b) Cost. Open shelf filing units cost d (a) Letter Size. /

considerably less per linear filing foot than 1. Three-shelf open¥g (36%" 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 (36%" 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 (36%" x 14" x 84"), FSN 7110-817
standard filing cabinets.) 066~0,: with p,osting shelf, FSN 7110-817

0641. '7 50,,.;<(c) Space. Shelf filing is used pri
marily when space is a problem since it pro (b) Legal Size. 
vides better use of space than standard filing 1. Three-shelf opening (36%" x 17" 
cabinets. For example, {10M' space for 80 x 38"), FSN 7110-817-0671; with built-in 
linear feet of files requires 14.3 square feet base, (36%" x 17" 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 (361y.f' x 17" x 84"), FSN 7110-817
linear feet filing capacity per square foot of 0669~ ,with !l.osting shelf, FSN 7110-817

0667. "7 ,(P/.l5space than a 5-drawer filing cabinet. Aisle 
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 necessary 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) GU'ide Cards. Gray pressboard, 

(d) Fifing Opemtions. In shelf filing I calendered Type III Y: cut self tab all posi
equipment, removing and replacing folder~ "fI tio .witu:met I sh:lf hook: Letter ;ize FSN ~n 
and removing and inserting papers fastened I.) 7530-988-9787 (approxim~telY $5.75 per",\!' •
to folders is 20% to 30% faster than i hundred); legal size, FSN 7530-988-9788;;{ 
drawer type equipment. However, inserting (approximately $6.50 per hundred). 
and removing loosely filed papers is slower 
in shelf filing than drawer type units since (b) Folde1·s. Use the standard kraft 
the folder must be removed from the shelf- folders prescribed in paragraph 23a(1) in 

shelf filing equipment. For better visibility,papers can be dropped into folders remaining 
in drawer type units. Compactness of shelf label the folders on the extreme right tab to 

provide left to right ord,er.
filing also results in less walking distance 

(c) Dividers. Metal dividers are supto files. 
plied with the equipment to support folders (e) AplJeamnce. Untidy recordkeep and guide cards. However, if additionaling is easily seen in shelf units whereas un dividers are necessary, use the following:tidiness in drawer units is hidden when 1. Letter size, FSN 7125-819-4245.drawers are closed. 2. Legal size, FSN 7125-819-4246. 

(f) Security. Shelf filing units are 
f. Containers for Safeguarding Classified not authorized for storage of classified mate

Material. Maintain classified material in conrial unless the units are located within a 
tainers or areas prescribed in chapter 5,secure room or alarmed area (see AFR 205
AFR 205-1.1). 

" g. Equipment for Easier and Faster Filing. (3) Shelf FiUng Cabinet Units. These 
Use of the following items, as required, can ·.·.. units have knockout holes to permit fasten save time and facilitate filing. ing the units together side by side, back to r back, or "stacking." (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) Yil-ing Shelf-holds papers for filing 
and attaches to file drawer handle, vinyl 
bumper protects drawer finish-FSN 7520
634--5922 (12%," x 11"). 

(3) Sorting Devices. When the volume 
of papers is small, desk trays, a table, or de~k 
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 C>lon be labeled and inserted as 
required. A 24-division sorter will generally 
meet the sorting requirements of a small 
office of record. Sorters with more divisions 
are available-some equipped with a sliding 
base mechanism. Other sorting equi"ment is 
available containing horizontal or vertical 
dividers. Also, rack sorters can be con
structed to meet most sorting requirements. 

25. Nonstandard Filin.g 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 equi p
ment and supplies meets the criteria 3nd reo 
quirements in paragraph 26 below. 

26. Procedures for Requesting and Controlling 
Filing Equipment and Nonstandard Filing Sup
plies. To insure adequate control and propel' 
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 Custodi""s will insure that the 
following actions are taken before request
ing file equipment or nonstandard filing 
supplies. 

(1) Geneml: 
(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. 

(c) 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.-----.._- -_.-'

(e) All current records are main
tained in the most economical equipment, 
such as shelf files. 

(f) All security filing cabinets not 
being used for classified material have been 
exchang'ed for nonsecurity type filing cabi
nets. 

(2) Requests fo,' Powered or: Other 
Mechanized YiUng Equipment: 

(a) Factors. Consider the fQllowing 
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 undergo 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 "quipment. 

8. 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 an'd repair 
facilities are available. 

(b) Just'ijiwtion. If all of the above 
conditions are met, the equipment may be 
I'equest.~d 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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mice between the cost of standard and me b. Records Officers: 

clianized filing equipment when prorate:!. (1) Review each request for all filing 
 •
oyer a three-year period. (NOTE: Consult 
with various representatives (vendors) of 
cdlnmercial firms to obtain up-to-date infor
m~tion on the capabmties, limit2.tions, pnd 
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.) 
I 1. Manpower Savings-one or more 

positions (either existing or budgeted for) 
will be eliminated. 

1 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. 

:1 

:' (3) Requests for Use of Patented Filing 
arid 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
ords to be maintained thereby. , 

i (4) Requests for All OtMr 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 requireJllents, or will result in man
power savings or reductions in time and 
effort. 

j' 

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. 

c. Records Management Officers: 
(1) Insure proper use and control 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. 

" 
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Air Force Subjective Classification System Master Outline 
• 


• 


• 


Major Subjective Categm'ie,q 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 TRANSPORTATION 

ADM-OFFlCE 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 

Annual 
Sick 
Without Pay (LWOP) 

Pay Administration (Payroll Operations-
see FIN) 

Employee Claims 
Indebtedness 
Overtime 
Pay Rate Determination 

Performa.nce 
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, Experi~nce, and· 

Physical) 
Examinations (Mental and P~ysical) 

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 

29 Attachment 1 



i 
AFM 181-4 3 October 1966 

Individual Systems-Programs Weather 
C&C Support Systems Meteorological Analysis 

Operational Combat C&C Systems 
 Climatology 

Resources Management C&C Systems 
 •Forecasting 

Management 

Acquisition 

Operation 

R&D 


System Processes-Functions 
Communications 
Control-Feedback 
Decision-Making 
Displays 
Infonnation Collection 
Information Processing 

Communications 

Communications Center Operations 
Communications Accounts 
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 Communica.tions 
Military Affiliate Radio System 

(MARS) 
Tactical Communications 

Frequency Management 
Compatibility Engineering 
Frequency Authorizations 

Frequency Engineering Above 30 
MeS 

Frequency Engineering Below 30 
MCS 

Records and Registration 

Wire Facilities 
Commercial Facilities 
Control Stations 
Flight Checks 
Plant in Pla:ce Maintenance 

ENV-AEROSPACE ENVIRONMENT 

Geographical Requirements 

Techniques and Equipment 


Space Environment 

Solar Observations 


Stonn Tracking-Warning 

Meteorological Data Exchange 

Meteorological Observations 


FIN-FINANCIAL ADMINISTRATION 
Appropriation Accounting 


Advance Payments and Recoupments 


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 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 Control 

Auditor's Records 

Internal Audits 

Banking-Currency 

Budgeting 

Budget Program Management 

Annual Financial Plan 


Apportionments 

Appropriation Law 

Funds Administration 

Special 

Transfers 


Solar Forecasting Budget Structure 

I Solar-Terrestrial Effects AF Budget Code (Fiscal Code) 


I 
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• Estimates Sundry Association Activities anti Funds 
Call for Estimates Central Mess Funds 

Program Guides and Assumptions Chaplains Funds 
Justification Installation and Organizational 
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 Requirements 

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 
Financial 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 

Religious Funds 
Officers', Noncommissioned Officers', 

and Cadets' Open Messes 

Wdfare Activities and Funds 

Base 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 i 
Civic Leader Liaison ! 
Holiday and Special Event Obser.vances 

Off Base : 
On Base 

Speakers Bureau 
Internal Information 

Air Force Radio and Television Service 
(AFRTS) 

Base Newspaper 
Bulletin Board Program 
Commanders Call 

Pu.blic Information 
Media Inquiries 
Media Visits 
Releases 

International Affairs 
(Subdivisions as applicable to command and 

• 
Post Restaurants Funds location, i.e., NATO, SEATO, MACV, 
Vocational Training Activities Funds NORAD, etc.) 
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Legislative Relations 
Congressional Inquiries 

(Subdivisions as applicable to com
mand, i.e., legislative proposals, legis
lative programs, etc.) 

lNS-INSTALLATIONS MANAGEMENT 

FacUities (Construction, Maintenance, and 
Operation) 

Aerospace R&D Facilities (Excluding 
Buildings) 

Airfields, Pavements, Aprons, etc. 
Building Equipment 
Buildings and Structures (Subdivide b~ 

type as required) 
Custodial Services 
Fire Protection and Aircraft Crash Rescue 
Grounds 
Insects, Rodent, and Vermin Control 
Liquid Fuel Storage and Dispensing 

Systems 
Missile Launch and Launch Control 

Facilities 
Railroads 
Roads and Other Surfaced Areas 

(Excluding Airfields, Pavements, etc.) 
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 

Acquisition 

Disposal 

Utilization 


INT-INTELLIGENCE 
Collection-Dissemination 

Attaches, Defense 
Attaches, Air 

Briefing 
Captured Materiel 
Clandestine Source 

Communications 
Collection-Dissemination 
Interception 

Electronics •
Collection-Dissemination 
Interception 
Multi-Sensor 

Foreign Nationals 

Accreditation 

To'urs 

Visits 


Guidance Material 
HUMINT 


Biographical Da.ta 

Debriefing 

Interrogation 

Resources 


Intelligence Collection Plans 

Intelligence Reports 

Photo Intelligence 

Reconnaissance 

Requirements and Priorities 


Estimates 
Air Fa:cilities 

Airfield & Seaplane Sta.tions of the 
World 


Climatology 

Communications 

Terrain 

Transpomation 


Air Order of Battle 

Air Defenses 

Civil Air 
 •
Strategic Establishments 

Tactical Establishments 


Area Studies 

GeographicaJ Regions 


Battle Staff 

Capabilities 


Economic 

Military 

Political 

Technical 


Indications 

Aerospace Threats 

Briefings 

Current Indications 

Intentions 


Economic 

Military 

Political 

Technical 


Watch Reports 

Operational Plans 


Intelligence Annexes 

Scientific and Technical Intelligence 


Aeromedical Intelligence 

Aircraft & Aircraft Engines 


:, 	 Documen,ts Antiaircraft Artillery 

Electronic Col1ection Armament, Conventional 
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Ballistic Missiles Safety 
ICBM Accident/Incident Reporting 
Rockets, Air to Air Awards 
Rockets, Ground to Air 

Electronics 
ELINT 
Radar 
Radio 
Sensors 
SIGINT 

Reconnaissance 
Unidentified Flying Objects 

Information Disclosure Policy 
Delegated Disclosure Letters 
Disclosures Made 

Foreign 
U. S. Requesters 

Requests for Disclosure 
Authority 

Intelligence Training 
Evasion & Escape Briefings 

Target Intelligence (Analysis and Compilation) 
Physical Vulnerability 

Weapons Effects 
Weapon'S Recommendations 
Weapons Requirements 

• 
Target Analysis 

Bombing Encyclopedia 
Damage Predictions 
Target Systems 

Target Intelligence Requirements and Priorities 

Target Materials 
Air Objective Folder Program 
Radar Target Intelligence 
TaTget Dossiers (Tactical) 

INV-INVESTIGATIONS, INSPECTIONS, AND 
SAFETY 

Investigations 

Liaison 

Technique 

Types 
Counterintelligence 

Collections and Operations 
Criminal 
Personnel 
Procurement 

Inspections and Staff Visits 

Personal Conference Periods 
Scheduling 
Special Subjects for Inspection 
Types 

Compliance 

Programs 
Statistics 
Studies, Surveys, and Visits 

LEG-LEGAL ADMINISTRATION 

Administration of Military Justice 

Appellate Review and Procedure 

Clf~mency 

Correctional Custody 

General Courts-Martial 

Nonjudicial Punishment 

Special Courts-Martial 

Summary Courts-Martial 


Alcoholic Beverage Control 

Claims 

Claims Against the U. S. 

Claims Data Management System 

Claims in Favor of the U. S. 

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 HDigest of Opinions
The Judge Advocates General of the Armed 
Forces" to subdivide subject files as re
quired) 

Litigation 

Litigation Against Air Force Persolll'lel 
Reports 
Witnesses 

Public Utilities 

Communications 

Electricity 

Gas 

• 
Procedural Sewage 
Special Transportation 
Staff Visits Water 
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I 
I Taxation 


Federal Excise 

Federal Income 

State Excise 

I 
I 
I 

State Income 
State Sales and Use 
State Tax, Other 

MAP-MAPPING AND CHARTING 

I Aeronautical Information Publications 
Aeronautical Overprints 
Foreign Clearance Guides 
Jet Flight Information Manuals 
Pilot's Handbooks 
Radio Facility Charts 

Air 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 

3 October 1966 

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 

Radar Tracking Charts Nervous System 
I Strategic Charts Respiratory System 

Weather Charts Acute Infection in 
World Aeronautical Charts Other Diseases of 

I 
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Skin and Cellular Tissue MGT-ADMINISTRATIVE MANAGEMENT 
Tuberculosis Communications (Written)
Venerial Accountability
Urinary and Male Genital System E'ormat

Injuries 
Processing 

Hospital and Dispensary Administration 

Capacity and Status 
Clinical Records 
Patient Management 

Admissions 
Bed Occupancy, Patient Days & Length 

of Stay 
Deliveries 
Dispositions 
Outpatients 

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 
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 

Stationery Specifications 

Data Automation and Reports Managem:ent 

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 

Historieal Documentation and Properties 
Historical Properties 
Monographs 
Unit Histories 

Interservice Relations (Joint Activities) 

Management Planning a.nd Improvement 
(Surveys and Studies) 


Office Methods and Procedures 

Organizational Analysis 

Program Planning and Analysis 

,\Vork 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 ~nd com~ 
mit.tees. Classify documents pertaining to the 
organization and work of specific bo~rds and 
committees by subject, using the name of the 
boa.rd or committee as the subdivisio~ of sub

• 
Basic Research ject, as required) 
Research Support Activation 
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Assignment of Organizational Units Career Development 

Unit Movements 
 G1assification 

Constitution •Qualification Records (Such as AF Form 
Designation 11, etc.)

Insignia'-Flags 
ChaplaincyNomencla tUre 

Disbandment 

Discontinuance 

Inactivation 

Reorganization 


Postal and Courier Service 

Courier System 


Courier Transfer Stations (eTS) 
Distribution 
Money Orders 
Penalty Matters 
Post Offices (APOs) 


I Postage 

I Postal and Courier Equipment 


I Records Management 

i Current Records Maintenance 

I Documentation Storage and Retrieval 


JL-M~e~~~~~o~~~~NEL 
IADMINISTRATION 


I Absence 

AWOL 

Desertion 

Leave 


Emergency 


Assignment and Reassignment 

Air Force with the Armed Services of 


U. S. and Other Countries 
Anned 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 Assignment and/or 

Stations (PCS and/or peA) 
Base of Preference/Base Qf Terminal 

Service Assignments 
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 

I 
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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 

Discipline and Conduct 
Misconduct 

Administrative Reprimand 

MilitaTY Personnel Data and Reco,rds 
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 Force Aid Society 
Casualty Assistance • 
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• Casualty Reporting and Notification Separation 
Children Have a Potential "(CHAP) Death 
Counseling Discharge 
Credit Unions Inactive Duty 
Family Services 
Insurance 
Leave 
Marriage 
Retired Servicemen'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 e· Service Clubs 
Sports 
Swimming 
Youth Activities 

Personnel Statistics 
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 

Uniforms (Regulations of Apparel) 

MTN-MATERIEL MAINTENANCE 
ENGINEERING 

Conservation Practices 
Contractor Technical Assistance 
Equipment Histories 
Materiel Items (Subdivide as required in accord

ance with standard classes of supply (AFM 
67-1) ufling class numbers in parentheses as 
secondary subject designations, viz: MTN 4 
(01).) 

Modification 

Perfonnance Data 

Preventive Maintenance 

Repairs 

Technical Order, Compliance 

Unsatisfa:ctory Reports 


OPS-OPERATIONS 

Air Bases, Use of 

Domes.tic 

Foreign 

Site Surveys 


Air Traffic Control 

Aircraft Dispatch and Clearance 


Identification 
Air Routes 
Control Tower 
Flight Rules and Regulations 

Atomic Wa.rfare 
Liaison (Atomic Energy Commission, Mili

tary Liaison Committee, Armed Forces 
Spedal Weapons Project) (Also see 
INF) 

Maneuvers 

Tests 


Clandestine Operations 

Electronics Systems 

Airborne Radar 

Aircraft Control and Warning 


Radar Calibration 

Combat Electronics 


Flight Operations 

Airlifts 

Air Ground Rescue 

Air Sea Rescue 

Bombardment 


Evacuation 
Disaster 
Wounded (See Aeromedical Evacuation 

• 
Rank and Precedence -MED) 

Retirement Fighter 
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Ground Support Motion Picture Photography 
Reconnasissance Animation 
Special Missions Archival 
Transport Exhibition Clearance and Classification •

Inftight Refueling 

Troop Carrier 


Joint Operations 


Navigation 

Navigations Aids 


Operations Analysis 


Studies 

Airlift 

General Purpose 

Strategic 

Tactical 


War Plans 

Combined War Plans 


Foreign Military Assistance 

Defense 


Civil Defense 

Mobilization 


Civil Aviation 

J oint War Plans 

Logistics 

Offense 


Biological and Chemical 
Psychological 
Strategic 
Tactical 

Ground Suppo-rt 

PHO-PHOTOGRAPHY 
! Aerial Ma'pping 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 

Production 

Projection Prints 

Public Sale and Relea'se 

Sound Recording 

Stockfootage 


Programming 

Annual Budget 

Annual Production Requirements 

Current File Production Status 

Policy Directives 

Rate of Production Stat1.ls 

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 USavings" 


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 Arresta 

and Routine Investigations of Delin
quency and Complaints) 

Patrolling 

Processing Permits (Hunting, Fishing, Firearms, etc.) 
Still Picture Property 
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Records of Events (Desk Journal) Industrial Resources 
Relief Schedules Facilities 
Security and Law Enforcement Activities Industrial Equipment

Reports Modernization/Replacement
State of Discipline Plant Expansion
Traffic Control Special TooJing 
Vehicle Registration 

Labor and Technicians 
Corrections 

Casual Prisoners 
Confinement Administration 
Confinement Operations 
Prison Administration 
Prisoners Complaints 
Prisoners Individual Records 
Restoration and Clemency 
Retraining of Prisoners 

PRO-PROCUREMENT 

Contract Administration 

Contractor's Records 
Cost Reimbursement (Approval of Cost) 
Price Redetermination 
Subcolltra'cting 
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 

Materials 

Controlled Materials 

Customs Entry 

Priorities 


Mobilization 

Production Planning 


Initiation of Purchase and Procurement 
Authority 

Assignment of Procurement Responsibility 
Delegation of Authority 
Procurement Directives 
Purchase Requests 

La"bor Relations 
Inquiries 
Labor Disputes 
Labor Laws 

Procurement and Contract Management 
Iteports 
Surveys 

Production 
Delivery Schedules 
}1~ngineering Changes 
Io;xpediting 

Programming 

Requirements Computation 

Quality Control 

Inspection and Acceptance 

Readjustment 
Claims 
Property Disposal 
Settlement 
Termination 

Convenience 
Default 

Reliability 

Management Procetlures 
Operational Reliability 
Specifications 

Standardization 
Domestic 

Aircraft, Rocket, & Missile Designation 
Documentation " 

• 
Government-Furnished Aeronautical Engineering 

Equipment Qualified Products List 
Industrial Property Control Supply 
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International Components 

Air Standardization Coordinating Fuel Cells 


Committee (ASCC) Fuselages 
 •
CENTO 
NATO 
SEATO 

Value E"ngineering 

Change Proposals 

Manning 
Training 

Zero Defects 

Awards to Industry 

Crossfeed Items 

PublicityjPromotions 


i 

PUB-PUBLISHING AND PUBLICATIONS 

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 
(Subdivide as required: amphibian; bomber; 
cargo and transport; convertiplanej fighter; 
glider; liaison; lighter-than-air; parasite: 
reconnaissance: rotary wing; and trainer). 
Aerodynamics (Exclusive of propellors and 

rotors) 
Airfoils 
Boundary Layer Control 
Design Criteria 
External and Internal Flow 
Fluid Mechanics 
Turbulence 
Wind Tunnel Studies 

AJighting Gear 
Antiskid Devices 
Brakes, Tires, Wheels 

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 Techniques and Equipment 
All Weather Operation 
Cruise Control 
Floating Wings 
Range 
Towing 
Unconventional Landing and Takeoff •

Maintenance and Test 
Engine Test Cells, Stands 
Repair Equipment 

Mechanical Accessories 
Aerial Delivery Equipment 
Actuators 
Aerial Dispensers 
Cooling and Air Conditioning 
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 
Heating and Air Conditioning 

Cross-wind Landing Devices Launchers and Arresters 
Floats, Skis Lubrication Equipment 
Steering Mobile Compressed Air Supply 
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• Stability and Control Communication 
Control Mechanisms Acoustics 
Control Surfaces Airborne Systems 
Criteria Ground Systems 
Dynamic Load 

Flutter, Vibration 


Armament 
Aircraft Armor (Plates, Bullet Proof 

Glass, etc) 
Ammunition and Guns (Exc1usive of 

Fire Control System) 
Accessory Equipment 
Destructive Effects 
Drives 
Feed and Storage (Aboard Aircraft) 
Mounts 

Analysis and Evaluation 

Bal1istics 

Computation 

Control Theory 

Dynamics of Systems 

Performance Evaluation 

Systems Synthesis 


Bombs (Exclusive of Special yteapons) 

(Subdivide, as required, by type) 


Bomb Accessories 


Linguistics 
Receivers, Recordings 
Telemetering 
Theory of Information and Communication 

tion 

Transmitters 


Electronics 
Combat Electronic Application (Electronic 

Countermeasures) 
Screening 
Signal Search and Analysis 
Simulation 

Components, Techniques and Tests 
Amplification 
Antennas and Antenna Shelters 
Meters, Generators 
Modulation 
Moving Target Identification 
Signal Analysis 

E:lectromagnetics 

Analysis 

Wave Propagation 


• 
Computers Electronic and Electrical Parts (Subdi"ide 

Bombing as required) 
Ground Defense Engines 

Demolitions (Subdivide as required: gas turbines, turbo 
Application jets and turboprops; nuclear; ramjet; 
Techniques rocket) 

Fire Control Systems Accessories 
(Position reference - radar; optics; Instruments 
gyros; computors; servo-transmitters; Equipment 
aU equipment applicable to an inte Aerospace Ground Equipment (AGE) 
grated fire control system) Air Base Equipment 

Auxiliary PowerFuses 
CamouflageMines and Torpedoes

• Construction and Maintenance Equipe
Munitions Handling Equipment ment 
Rockets and Launchers Fire, Crash and Salvage Equipment 

Accessory Equipment Lighting and Marking 
Destructive Effects Materials Handling 
Feed and Storage (Aboard Aircraft) Personnel Carriers 
Launching Equipment Structures 
Release Equipment 9lothing and Protective Equipment
Rockets 

Machine Elements and Hardware 
Sights 

Medical and Dental EquipmentBombsights 
Gunsights :Rescue and Survival Equipment 

Aerial Pickup and TowWarheads 
Airborne Sea Rescue Equipment 

Bioastronautics Detection Devices 
Droppable Survival Gear 

Chemistry Flbtation Gear 
Analytical Physical

• 
Personal Survival Clothing 

Inorganic, Organic Rescue Boats and Equipment 
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I 
, 

•Test Support Military and Field Medicine 

Aerospace Neurology


I Range Neuropsychiatry
i Trainers and Simulators Ophthalmology 

Quartermaster Type Equipment 
Cleaning and Sanitation Equipment 
Food Preparation Equipment 
Personal CaTe 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
sel'ving; tools; treatment; welding) 

Instrumentation 


Aircraft 

Electronics 

Manometers 

Missiles 

Laboratory 

Optical 

Potentiometers 

Range 
Transducers 

Materials 

Ablatives 

Chemicals 

Metallurgy and Metallics 

Non-metallics . 


Mathematics and Computation 

Medicine and Biology 
Air Evacuation 
Allergy 
Anatomy 
A viation Medicine 
Bacteriology 
Biochemistry 
Biomedical Aspects of Special Weapons 
Biophysics 
Dentistry 
Dermatology 
Entomology 

Orthopedics 

Otorhinolaryngology 

Parasitology 

Pathology 

Phannacology 

Physiology 

Preventive Medicine 

Radiobiology 

Radiology 

Surgery 

Toxicology 

Veterinary Medicine 

Virology 


Meteorology 

Atmospheric Hydrodynamics and Circula. 
tion Temperature 

Balloon Probing and Transport System 
Micrometeorolo~ 

Synoptic Te<:hniques 

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, Accessories 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 


Epidemiology DriftmeterS 

Immunology Octants 
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Self-Contained Navigation Cloud Physics and NUcleation• Celestial Cosmic and Solar Influences 
Celestial-Inertial Electricity and Ionization 
Inertial Meteors 
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 decelel'atol'j hyper
flo chute; missile recover; personnel theory 
of) 

Personnel Utilization 
Assignment, Evaluation, Promotion 
Human Engineering 
Ma.npower 
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 
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 

Optics 
Radiation 
Structure and Composition 

Sociology 
Demography 
Intl~r-group and Inter-personne] Relations 
Morale and Leadership 

Space Technology 


Astronautics 

Operations in Space 

Orbital Rendevous 

Space Exploration 


Spacecraft 
 ,
Aerospace Planes and Componenrts 
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 ~gents 
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 

• 
Physics (Atmospherics) Marking 

Acoustics Security Classification Guides 
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Counterintelligence Volume I, Part Two 

Subversive Activities (See INV) (Further subdivided as required to in

Individuals dicate divisions of AFM 67-1 utilized 
by the activity)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 Cont.rol 

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 Contro1ling 
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 

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 


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 


Volume I, Part One Legal 

Chapter One Medical 
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Technical Training and Facilities (Schools) Military Motor Vehicles 
Field Training Base Authorized Allowances 
On-the-Job Training Bus Movements 
Skill Training Drivers Qualification and Training 

• 

• 

• 

Support Training 
Systems Training 


Special Training 

Training Programming 


Training Aids 


Equipment 

Materials 


Unit Training 

TRS-TRANSPORTATION 

Cargo 


Air 

Land 

Se. 


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, 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 Traffic 
NATO Traffic 
UN Traffic 

General Purposes 

Administration 

Tactical 


Operations 

Special Movement Authorizations 

Special Purpose 

Tolls. 


Military Sea Transport 
Billing Pr~edures (MSTS) 

Cargo 
Outturn Reports 
Overseas Destination 

England 
Germany 
Others 

Special Cargo 
Aircraft 
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 
p ..,king 
Unitization 

Passenger 

Commercial 

Military 

TPA 


Persom~l Property 
Household Goods and Unaccompanie~ Bag. 

gage 

House Trailers 

POVs 


Petroleum, Oil, and Lubricants (POL) 
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IMMEDIATE ACTION 


• CHANGE AFM 181~A 

AIR FORCE MANUAL DEPARTMENT OF THE AIR FoicE 
NO. 181.4A Washington, 2 November i966 

, 

Records Management 

.MAINTENANCE OF CURRENT RECORDS 

AFM 181-4. 3 'October 1966. is changed as follows: 

1. Pen and I nk Changes: 

Page Paragraph Line Action To Take 

Vs v7b "l2 Change "contact" to "contract." 

</g -----Sa (2) '/9-13 Change example as shown below: I 

Consecutive Sequence Terminal Digit 
12 34 56 12 34 ·56

• t ,~primary~ t i. 
Secondary 

. Tertiary 

/14 vlOa(2) V7 Change· "subj ectively arranged" 
correspondence." . 

to "general
I, 

V 18 v:Figure 4 --Upper Change the f,gure as shown below: .e'" 
; 

right 
corner ADIWt 3 

X '8 
.!~ 
,,44Jr< 

V 
V27 V24g(3) 2 Change Hdeck" to "desk." 

I 

2. Filing. After making the 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. J, PUGH 
Colonel, USAF 


_Director of Administrative Set'vices 


.DISTRIBUTION: F; X: National Personnel Records Center (Military), 
9700 Page Blvd, St. Louis, Mo. 63132 ..................................................................................................................... ; 25 

_ Federal Records Center, Cameron & Union Streets, Alexandria, Va. 22314 .................. 10i 

tr u. 5. GOVERNMENT PRINTING OFFICE: 1988 
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J 

EXPLANATION OF 
, 

RECORDS MANAGF)IENT TERMS"--e-', 

1•• ~p~~R~! !~;~~!on~ ~~~~~~~~gg:~~i~~ ~~o~~:k~r (~ :~~~~~:~rt looked 

2. 	 AIR FORCE SUBJECTIVE CLASSIFICATION FILING SYSTF)I~ The system prescribed 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 gro~ped into 25 major 
subjective categories. representing generally recognized, but distinct. 
functions'or spheres of activity. Each of these major categories of function
al subject matter is subdivided by specific related functions or spheres of 
activity which' are referred to in AFM 181-4 as wprimaryW divisions. Each of 
these ~primary· divisions is subdivided. where appropriate. by functions or 
specific subjects which are directly related but subordinate to the ·primary" 
division. These subdivisions of "primary" titles are referred to ss "secon
dary subdivisions. it The iis,econdary subdivisions" may be further subdivided 
for the purpose of showing the correlation of othe~ related subjects and. 
where warranted. the basis' of'more specific ~ubjeci arrangements. (Chap 3. 
A»! 181-4. 20 Feb 1958. as emended) . . ~\ . 

3. 	 ALPHABETICAL FILING ARRANGEMENT & "The method uSed to arrange documents by 
names of persons. canpanies. agencies. etc•• in alphabetical order. Itis 
used when the name is of primary importance in referring to records~(para. 
11 and Appendix B, AFM 181-4)--e 

i4. 	 BftSIC FTI.ING ARRANGEMENT 8 The primary method of arr!lJllging a group of documents 
in a manner which will best meet the purpose the records are to serve aDd the 
way they will be used. There are six basic filing.arrangements! subjective, 
numerical, chronological, geographical, organizational, and alphabetical. \ 

Explanations of each filing arrangement may be found elsewhere in this 
glossary. (Chap 2, AFM'181-4) I 

I 
CASE {or PROJECT) FILEa A group of papers· reflecting or relating to a 

special set of circumstances, a particular person or organization. a par
ticular action. or a particular thing. Such groups. of documents. may corlsist . 
of a variety of types of documents, such as correspondence. reports. or ,form 
records. The "casen or "Project" method is usuaLly used for large quantities 
of papers pertaining, as a whole, to the sa~e subject. that when properly 
grouped tell the story "f the various. aspec"ts of a particular transaction of 
the same general kind, of the career of individue~sJ of a particular action 
or ~ctivity; or of a particular event.· (para•.12. AFM 181-4) 

6. 	 'CHRONOLOGICAL FILING ARRANGF)IENTg The method of. arranging documents in date 
order when the date is t.he usual means of referring to the dOCUlM,nts. It 
is often used as a means of. subdivid~g subject. numerical. or other filing 
arrangement·s. It is useful for keeping documents in. emaIl, manageable , 
groups. usually by year. month. or day. OOTran",itoryt» and ooReadinglll filel! 
are examples of records usually arranged by date. (para. 8...AF!1.181-4) • 

Prepared! 30 August 1962 
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•
I7. CLASSIFYlNG C01iRESPONDENCE= The process of determining the proper place to 
'1 iile documents in a series of records (not to be confused with aSsigning 

a security clas;:i.fication under AFR 205-1). Classifying is the systematic 
1. 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 181-4, and Sec III, 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 
1954; 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 ·convenience" files. (AFM 181-4, 1 Sep 1953, 
and para.2c(1), AFM 181-4, 20 Feb 1958) . 

CUBIC FEST OF RECORDS: Records measuring one foot long, one foot wide, 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, AFM181-5. and 
3l0306a(10), AFM 181-5) . .. 

Ii
10. 	 CURRENT RECORDS: Records which are refer·red to frequently in order to conduct 

ftcurrent" business, normally files of the ·current· year. (para. 040106a and I
I 

040405, AFM 181-5) 	 • 
J. 	CUTOFFt 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 
II (that is. new folders) mayor may not be establi~ned the next day, depending 

! on whether the file is of a continuing type or a one-time requirement.

I (para. 040402, AFM 181-5, and para. 29b, AFM 181-4) 

Ii 

12. 	 CUTOFF TECHNIQUE: The fundamental principle designed to control records 
I! accumulations, to prevent their growth into cumbersome and unmanageable I collections; and to facilitate economical destruction or retirement of rec
Ii ords in convenient blocks. ·(para•.040401, AFM 181-5, and para. 29a, AFM 181-4) 

1'1 

13. 	 DISPOSAL: Means the destruction of records, or any other means by which their· 
existence as Government records is ended, whether they· are sold as waste I paper, donated to an eligible individual or institution, or actually burne~, 
placed in waste-paper receptacles, or torn or mutilated beyond recognition.


I' (para. 040304, AFM 181-5)

!I 
II 

14 DISPOSITION 1 A general term which refers to any means of changing the custody
I' or existence of records. It inCludes their "retirment," "transfer,. and 

I 
i 
I 	

• 
"disposal," (para. 040301, AFM 181-5) 

2 
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15. 	 DISPOSITION GUIDE CARDS I A "guide card" with an Ai 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 181-4) 

16. 	 FEDERAL RECORDS CENTER~ A records storage facility operated by the National 
Archives and RecOl'ds Service, General Services Administration (GSA). fpr 
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 •. One is located at 1724 Locust Street which houses 
inactive records of civilian Federal Employees and nonappropriated fund' 
employees; theother•. 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) 

17. 	 FILE. COPY.s. Axly copy of a document. whether. original. duplicate. or repro,,: 
duced:that is designated to be retained in the files of an office. This 
term should not be confused with "record copy.~ , 

18. 	 FILE DOCUMENTs 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 recording. etc. 

FILE FOLDERt A folded. unstitched. piece of material. camaonly made of manila.19. or kraft paper stock in various weights and thicknesses, used as a iIlrecep
tacle ll for keep:j.ng 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~ fplder. A "full cutlt 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 desiI'ed. 
(~ra. 32a, AFM 181-4) 

20. 	 FILE GUIDE! The terms nfile guide." "guide card." "index guide." and IIfile 
separators" are some of the title used to describe the devices used for 
showing the general arrangement or grouping of records, as well as act~g . 
as supports for folders and lisignposta" to guide a searcher to a particular 
portion of a file. "File guides" are speci.lly constructed cards. having 
both rigidity and strength. normally made of heavy paper stock. pressboard, 
light-weight metal, or plastics. A .lltablt in the form of a projection is 
found at the top of the body of the guide to provide a place for an iden
tification label for the records or folders foUowing. The "tab llt is cut at 
a height that will place it ABOVE the height of the records or folders, or 
other dence 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 i cut, 
. 1/3 cut,1/5 cut. etc.; which has reference to the width of the Ittabll1! in 
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.· Sinae..-guide

• cards are both rigid and strong, they perform two secondary ppysical func
tions. 	namely as Itsuppprts" for the recorda ·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 • .AFM 181-4) 
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, I 
2l1~ FILE OUTLINE: That portion of the AF Form 80, "Files Maintenance and Disposi- • 


I' tion Plan," which describes and outlines the arrangement of the subjective 

correspondence file. (para. 15g, AFM 181-4) 


221. FILE SEPARATORS: (See "FILE GUIDE") 
I: 

23:;. FILES DISPOSITION CONTROL LABEL: A ~ by 4 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,1t AF Form 82, affixed 

to the tab is Imown as a "Disposition (\fuide Card, '" and is not to be confused 

with guide cards used for locator or other purposes. The "Disposition Guide 

Card1t identifies the rec'orda following and outlines the ultimate disposition 

of the records according to the criteria set forth in AFM 181-5. (para. 19d, 

AFM 181-4) , 


FILES MAINTENANCE AND DISPOSITIClN PLAN s An 8 by la! inch form (M Form 80) 
whiCh is prepared by each office of record:;in the Air Force. The "Plan" 
lists each' series of records maintained by an office, indicates how each 
series 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 comII"ehensive and 
efficient system for maintaining and disposing of Air 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 EQUIPMENTs 411 types of equipment designed to house or hold records. •(para. 33, AEM 181-4, and:Tabl,e of Allowances 006) 

FILING SUPPLIES, STANDARDt (See "STANDARD FILING SUPPLIES") 

GEOGRAPHICAL FILING ARRANGEMENT: The method used to arrange documents by 
geographical location, such as' area, country, state, county, city, etc. 
lt is used when the geogr~phip.al location is of primary importance in re
referring to records. Su~h a: file is arranged in alphabetical order first, 
by the name of the main geographical 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 181-4) 

28. GENERAL CORRESPONDENCE: Originals, carbon copies, or other reproduced copies 
II 
I 	

of letters, indorsements, memoranda, reports, messages, and related inclo

sures which cover a wide variety of subjects, received and/or created by 

any "Air Force Activity." (para. 050101, AFM 181-5) 


GENERAL CORRESPONDENCE FILEs An:.organized collection of "general correspond
ence,li arranged and groupe<j. by the Air Force FUNCTION to which their &j.\BJIDT 
pertains, and then by related subjects under each function, utilizing the 
Air Force Subjective Classification System. (para. 6, AFM 181-4) , 

GUIDE CARD!: (See "FILE GUIDEIl) 
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• 31. INDEX, GUIDE: (See "GUIDE CARn") 

LOCATOR GUIDE CARnSl Properly labeled hfile guides" dispersed throughout a file 
to serve as "signposts" to lead a searcher to specific folders or portion of 
the file, and to "support" folders in an upright position, (para. 25a. AFM 
181-4) , " 

33. 	 NONCURRENT RECORDS: Records which are only referred to occasionally and which 
are no longer needed for the conduct of current business. "Non,current" is 
often used interchangeably with "inactive,it However. whether a group Qf 
records has become "noncurrent" or "inactive" 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. 040106b, AFM 181-5) 

34. 	 NUMERICAL FILING ARRANGEMENT: The method of arranging documents 'in numerical 
sequence. This method is used to arrange records that are usually'identified 
and referred to by number, such as bills of lading, requisitions. and purchase 
orders. Numbers are usually not assigned to documents for the sole punpose 
of arrangement for filing by number. (para. 7. AFM 181-4) 

OFFICE& A room, building. or the like in which a particular kind of mission. 
bUSiness, or service is transacted. (See also "OFFICE OF RECORD.") (WEBSTER's 
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. u ' 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 aprimary mission" of the office but not 
essential for "record" purposes.' They include documents 'Concerning budget 
requirements for operating the office, mili~ary and civilian ,personnel ~ssign
ments to the office, participation in charity campaigns, requisitioning office 
supplies and equipment, local security and similar reports, requests for office 
and parking spaces, and utilization of various office services. (para. 650101a(2) 
and 050101b(2). AFM 181-5; Chapter 6, AFM 181-5$ and para. 1ge(2) and Appendix A, 
AFM 181-4) 

37. 	 OFFICE OF PRIMARY INTEREST (OPI) & 'An office having primary (first) interest 
in ,a particular subject matter area. The' office mayor may not mainta1nits 
own fileEl and, therefore, should not be confused with 9toffice of record.U& 
"OPI" is 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 "office" which has been assigned the responsibility ,for 
the actual custody, maintenance. and disposition of recorda'received:or 
created in the performance of a particular kind of business. mission, or 
service. (para. 2a, AFM 181-4) 
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39.1 	 OFFICER: A person Who holds an office or position of authority or ,command• 
" 	 Unless the context indicates otherwise, the unqualified word "officer" 


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 i~the conduct of 
authorized Government affairs, especially Air Force affairs. QKEBSTER's New 
Collegiate Dictionary and The USAF Dictionary) 

OFFICIAL DOCUMENTS!: All doctiments issued by authorized persons pursuant to 
Law or incident to the transaction of official business within the scope of 
, their authority arid responsibility. Official documents are normally charac'


" 

terized by the identi£y of the 'official who has the 'authority to issue them, 


I 

the title of his pOSition, and the organizational ,alement tro which he is 
assigned. The authority of an official to authenticate Air Force official 
docl.1lllents may be vested in 'him by statute, by regulation, directive, by del
egation of authority, by assignment of duties, or by being the inCl.1lllbent of 
a specific position. Copies ,of documents bearing faCSimile signatures will 
be regarded the equivalent of an original. (AFR 11-17) 

421 OFFICIAL FILES:: Organized collections of "official records." (para. 040104, 
1 AFM 181-5)
! 	 •431 OFFICIAL RECORDS: All documents ',that constitute "records·' as defined below, 
I including copies made or r~cei~ed by any Air Force activity or its officials 

or employees, military or civilian, in the performance of Air Force or GovII 
ernment business. (para. 040104, AFM 181;"5)I 


I 

44:~ ORGANIZATIONAL FILING ARRANGEMENT: The method used to group documents by the 

name of the pertinent organiZation when the "organizationot is of primaryI importance when referring t'o 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, 10i AFM 181-4) 
it 

45. 	 PERMANENT R1OC:ORDS g Those records designated in .AFM 181-5 as having an enduring
II 	 or "permanent" value -- "permanent" meaning "forever" -- and which must 


eventually be retired to a records center for preservation. (para. 040206, 

AFM: 181-5) , 


46. 	 PERSONAL COLLECTIONS OF "OFFICIAL DOCUMENTS"! Copies of "official ft documents 
It accumulated by key officials because such documents reflect Significant 

deCiSions, events or transaCtions in which they are personally:. involved as 
a result of the position they hold. Such collections are usually formed on 

.1 	
a highly selective basis and frequently document certain activities, ex

"I 	 periences or events more effectively than the normal "office ofrecord" collec
tions in which the "officialQt record copies are maintained. These collections .' 
of documents are "official" records and are required to be maintained intact, 
as separate collections, identified with the official who accl.1lllulated them, 
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• and retired, ~eserved, and ultimately offered" to the National Archives with 
other permanent, records of the. Department of the Air Force. (para·. 040l04b, 
Am 181-5) 

47.· POLICY OR PREXlEDENT FILES:. Extra copies of selected documents. that reflect 
policies, precendents, jJrocediires, and instructions that gci'vern 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 a means· of indoctrina
ting new personnel. They are maintained on a CURRENT basis as a IIseparate 
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, Am 181-4, and 05020.3. 
Am 181-5) 

48. 	 PRIMARY MISSION REXlORDSI Correspondence and. other documents accumulated,by an 
hofficett in performance of the. fUnctions or duties for' which the· office was 
established. (para. 050101a(1) and 05010lb(1), AFM 181-5; and 1ge(1). AFM 
181-4) 

49. 	 PRIVATE DOCUMENTS: Communications" or other documents received by an individual" 
from any sour.ce which concerns his· individual status or' other private. or' 
personal affairs •. (NOTIil:t The copy' or copies made· and retained'by·the Air 
Force activity or official" from which they are received are "officialtl ,docu
ments and become a part· of the "official file. lI ) (para. 040104a, Am lal-5) 

50. 	 READING FILES; Extra copies of correspondence and other documents, uBually 
arranged chronologically by day, week,. or month, assembled for ready refer

'-	 ence,. routing thr~h" the office, or similar routine sdministrative reasons. 
Since the "record'" or "file copy'" is" required to be filed in the -official 
file!!,'" reading files are required to be destroyed immediately after tney 
have served their purpose· or after 3 months, whichever is sooner. (para. 
050103, AFM 181-5) 

51. 	 REX::ORD COPY, That copy of a documeilt which is regarded by the activity liS 
the most important or"key" official copy. This term (record copy) should 

Inot be confused with "fUe copy" which mayor may not be regarded as the 
"record copy." 

52. 	 RECORD SET OF PUBLICATIONSt One copy of each. publication issued under AFR 
5-5 and lFM.IO-3 which is regarded' as the nkeyll official copy and maint.ained 
by the headquarters issuing the publication. The 1Irecord settl is the one 
designated for retention for' a specific period of time and inCludes not only 
a copy of the printed publication, but all essential backgroUnd materi81 
pertinent to the publicationl s· issuance. (para. 230207. AFK 181-5) . 

53. 	 RECORDS: The paper or papers or' other materials upon which evidence is 
written,printed, inSCribed, or recorded in support of an act or to per6 
petuate knowledge. Library and:. museum: materials made or acquired and. Pre
served s(llely for reference or exhibition purposes, and stocks of publica
tions, printed documents, and blank forms are speCifically excluded froi/! 
the definition of "records. 1I (The Records Disposal Act of 1943;. paragraphs 

" 040101 and 040103, Am 181,..5; and' WEBSTERls New Collegiate Dictionary; and!_I The USAF Dictionary)" . 
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RECORDS" CLERK: ' 'The individual, assigned the duty of 'actually maintaining and 
servicing the files in an office. (para. 3d.AFM 181-4) • 

RIDORDS CUSTODIAN 8; An "official" administratively responsible for an office, 
,and for frt$uring the proper maintenance and disposition 'of, the ,records and' 
use of filing equipment in his custody.' (para. )c. AFM '181":4) , 

ii 

56~ RIDORDS MANAGE21EN'h. The' application of administrative"management techniques
t to 'insure the,adequacy. propriety, essentia1lity, and efficiency of documenta

tion and records maintenance and disposition, CAFR 181-1), 

RECORDS MANAGEMENT OfFICER: .An "official'" designated at each ,major air command 
headquarters, and in some major subordinate command headquarters, 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 levels of command. below 
major subordinate command level, to monitor the Records Management Program 
in his headquarters and its constituent elements, and to serve as a consultant 

' .. ' to records' custodians and records clerks in carrying out ··theprovisions, of ' ' 
" Records, Management directives.(AFR 181-1 and para. 3b, ,AFM,181-4) ," , 

59-" ',RECORDS STAGING AREAl A designated storage area ,at each Air Force installation
' , ,in 'whiCh noncurrent records are placed at :times specified by the major airII command, to be stored until they become eligible for destruction or retire-
I ment to'a records center.,' ,The staging area ,could be a 'basement, the whole 
II or part of a warehouse, or a barracks type building under the supervision 
II ',', and control of a designated records officer. (Section 2, Chap' 31, AFM 181-5) '. 
I!

60. ,RETENTION I'ERIOD: The total peribdof time a series of records, classified and" 
l' 	 ,unclassified, lIIUst 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 .eoiit1l1gent 

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." (para. 040403, 


,AFM 181-5) 

li


61. RETIREMENT: The placement of records in a records' staging area or the' fONard
.l. ffig of .records to a designated records center for storage, serVicing; and 
r 
" 

ultimate disposition, ,(para. 040302, 'AF'M 181-5) 

ROUTINE CONTROL RECORDS: Papers or materials having no documentary or evidential 
value .and which are normaJJ,y not filed.' These are accUlllUl:ated 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, bu~ not'limited to, working papers, preliminary, or ' 
intermediate drafts. preliminarY worksheets or notes and sim:!.l.,IU'_,materia1s 
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, 

8 

http:simil.ar


"\ ;, "'. 	 I 

diagrams, and other graphic materials prepared' from source 'materials and 
used for..briefings, ·.etcJ project. control cards, 'routing Slips, :andsililUar' I 

papers, .including .subsidiary,document.s 'of data recorded en .microfillil,' tape, 
machine .punchedcards, 'arid so· forth, .used"in mass data 'processing ·systems. 
'These'types or-documents, .if not 'covered ,by. specific 'disposal instructions \ 

,in AFM 181-5,. :'arerequiredto be destroyed after they have 'served their 
purpose ;'.EXCEPr, if· such materials \arerequired for 'other' administrative I 
purposes .for more than one year,they are: requ:i:redtci be ,scheduled for dis i 
position under a paragraph other than ,paragraph 050201, AFM 181-5. I 

I 

• 	 I 


I63. ' ROUTINE ,TRANSITORY RECORDS: 'Documents, both original and informational :copies, 
.received ,by an office' ,but which donotcontrain ,information· of a proce'dural 
or policy nature applicable to the 'office,; ..that do not"require action by the \ 

Ioffice] that ,involv,e .a ,routine tr.ansaction; .or'that do not contain inf,orma
,tion of..continuing· referenc·e 'value beyond '90' days, .They 'may" include', but are I 
not limi'ted ·to, .letters or other 5transm:l:tting papers that add'no",s'ignil'icant 
inforniation to the' material :submcbtted.;· published matenals'rec'eived frbm 
other activities or offices ,and which,requirenoacticin and 'are not required 
for continuing reference;' informati'on ·cop'ies ,of correspondence,memoranda, 
and. other ,papers :that require no ::administrative action or notreqillred ,for 

',continuing reference;routirie requas.tsf,or information, 'pliblications, or 
supplies; and duplicate copies .'ofmaterial 'maintained ,within 'the' :same 
organizat'ion ,when .ser:vir\g the same functienal purpose. (para. 050102, AFM 
181-5, and The Records Disposa1 Act of :1943) . ,., 

•
64. SERIES OF' RECORDS: . Groups o:f documents or .other materials . which 'because ' of 

rei'erence requirement.s., 'velume,<physical nature,' 'or .ultilliatsdis,position are 
maiht'ained separat.elyfrom ether, :gnnlps 'of .documents ormater'1!lls, 'and 'which 
mayor .may not be ,arranged under dilferent filing arrangements, ·A "series 
of records 1t (or, sometimes called Itrecords series) ,isar-ranged and maintained 
to .serve a specilic purpose and identified by a name or deSignation which 
indicates the function the ,group ,of documents perfoms .as ,a file, such las 
.suspense files, reading ,files, transit·ory files, correspondence files, .ref
erence publication files, locator card flles,claima files" contract f:nes, 
work order files, .personnel files, etc. '(para. 4, AFM·18l...4) . 

65. STAGING AREA: (See "RECORDS STAGINGAREA") 

66.. SUBJECTIVE CORRESPONDENCE FILE: (See "GENERAL ,CORRESPONDENCE 'FILED) 

67. 	 SUBJEC.TIVE 'F'ILING ,ARRANGEMENT: The method Of arranging documents by topics 
·and then by related subjects within each topic. This method is usually 
used for arranging general correspondence. ·.All Air 'Force general corre!3
pondence :fUes .must be arranged according to the .Air Force Subjective 
Class:U'ication ,System. (See also "GENERAL CORRESPONDENCE FILE") (para. 6, 

i I 
i 	 AFM:181-4, and para. 050101, .AFM 181-5) 
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STANDARD FILING SUPPLIES: Spec:l,fic types of filing folders ,guides, ,and labels68'1 
prescribed in .,AFM .181-4 for standard use throughout the Air Force • ,They' are I •1 .KRAFT FOLDERS,' square cut, reinforced top, scored for 3/4 inch expansion. legal 

, or letter Size, for general correspondence. files. ,PRESSBOlRJ)' FOLDERS, square 
cut, 'self tab, 1 inch expanSion, legal or letter Size, for--"case"orllprojectlt 
files, and then only when:theKRAFT folder will not withstand the added volume 
or use. GUIDES, pressboard .gray. 1/3 cut. self tab, witho.iit lower projection, 
letter or legal size. ,LABELS, gummed one side. blank in fanfold strips, 3-3/4
;l.p. byJ..l/8 inches. (para. 32, AFM 181-4) ,.' . . ,': • _ ' 

SYST»IATIC'DISPOSITIONt The, disposition, of, series of records .in complete blocks69'1 after specified cutoff periods' rather than from ,individual dates ofdoouments 
• ,within a series • (para-. 040~01.AFH 181-5) 
11 

70J Tl!MPORARY RECORDS:, Records which'are disposable .after a stated period of time, 
!

" 

. regardless.of the length of time involved. ·Permanent"'means '''forever''- and 
I: shoUld,not.be used when referring to records having a, specified life span.
Ii (para. 040207. AFM 181-5) ,., 

L 


7l~' T.RANSFERs· The change of custody of records ·from one activity or agency to 
I, . another" as distinguished from ~retirement.of records to .a staging' area or! records center. (para. 040303, ~ 181-5) 

, Ii 
72~ WRITTEN COMMUNICATIONS: Anywr:l.t~en means of passing .on or receiv1nginstrucM:ons, 

Ii 
'1 

directives, infomnation, etc., from one activity or person to another. The 
ii unquali'fied.word "communications" include letters, indorsements, memoranda for 

record, messages, reports ,'sbU: studies, reports of board proceedings, publica~JIi, ,'. tions,' and orders. (AFMs 10,"+ and 10-4, and para. 040101, ,AFM 181-5) '1. 
i,i, 
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AIR FORCE MANUAL DEPARTMENT OF THE AIR FORCE 
NO. 181-4 Washington, 8 October 1966 

Records Management 

MAINTENANCE OF CURRENT RECORDS 

This manual prescribes policies, procedures, and techniques for maintaining current records. It ex
plains how to establish basically uniform, economical, and efficient practices lor maintaining all 
types 01 current records. 

• 
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Chapter 1 

OBJECTIVES AND RESPONSIBILITIES 

1. Why Records and Efficient Records Mail\te• 
nonce Practices are Necessary. Records playa 

• 

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. 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 Responsibilities. 

• 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 

(2) Coordinate and adjust command 
records maintenance practices to 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 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 manua!. 
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 
Labe!." (See paragraphs 10 and 11). He will 
also review all requests for filing equipment 
to insure proper use in compliance with para
graph 26b. 

c. 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. 

• 
(b) Corrective action is taken when To do this job effectively, the records clerk 

required. must: 

1 
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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 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, wi,th 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 (Olllces of Rec guards required to adequately safeguard clas
ord). Records are located at organizational sified documents. 
levels. where effective documentation of as c. Space:
signed functions and responsibilities can be (1) Adequacy. Space should be adequate 
assured-offices that have primary interest for present and anticipated records mainte
in the subject matter documented by· the nance and service needs. To preclude filing 
records and the primary need to use the files. and finding delays and low work output, con
These locations are known as offices of rec sider the following in determining the proper
ord. Each 	office of record is responsible for amount of space required for files: 
the custody and maintenance of the perma

(a) The maximum quantity of records nent and temporary current records of the required to be maintained at one time' thatoffices it serves. For example, an office re . 	 ' 
IS, the volume of records on hand at the endsponsible for a specific aspect of "adminis of the calendar (or fiscal) year plus the esti

• 

trative management" such as "records man
 mated accumulation of the next year. 
agement" has custody of all documentation 

(b) The minimum number of file conpertaining 	to that function. At that level,· 
tainers required to house the records in (a)documentation and reference requirements 
above. Floor space required for file concan best be determined. Thus, the functions 
tainers is the space actually occupied by the and responsibilities of the offices served by 
file containers plus essential access and workthe office of record are segregated and com
ing (aisle) space. (An allowance of 6 square pletely documented-this makes the files 

more useful, documentation feet of space is normally adequate improves of 	 for a 
letter-size filing cabinet.) functions, and facilitates disposition of the 

(c) The minimum floor space required records. To insure conservation of person
for necessary desks, chairs,tables, racks,nel, equipment, and space; rapid and eco
storage cabinets, machines, etc., is based on nomical filing and reference; and protection 
the space actually occupied plus necessary of records, consider the following factors in 
access and working space. physically locating records: 

(2) Suitability. Space should be suitable 
Access. Insure that records suffiI a. 	 are for requirements of the files operation. To 

ciently accessible to the using activities so insure efficiency of operation, files protection, 
that maintenance of duplicate files is un and safety, health, and morale of records 
necessary. personnel, consider the following: 

b. Security. (a) Ventilation and heating should ,be 
comparable to that in other administrative

(1) Maintain classified files in approved type working areas. 
security containers or in space approved as (b) Lighting should be comparable to 
a secure room or alarmed area in accordance that in normal office space-free from glare 

• 

with AFR 205-1. 
 caused by sunlight, exposed bulbs, or dis

(2) Provide other supplemental safe- tracting reflections. 

3 
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(c) The floor should be strong enough (4) Case or project files, such as civilian 
to support the weight of the files, equipment, and military individual personnel records and •and personnel. claims and contract case files. 

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,etc., 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 
seareh. 

'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 7g. 

(4) Frequent, easy reference to a par
ticular group of documents is necessary. 

: b. Following are examples of records more 
effectively maintained as separate reoords 
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, etc. 

(5) Specific series of records maintained 
as prescribed in a separate directive, Le., nu
merical and functional forms, bills of lading, 
supply records, etc. 

(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. •

c. 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 transmittals-see AFM 
10-1; and 

(3) Copies of letters furni·shed solely 
for information purposes unless it is known 
they will be subsequently referred to. 

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. 

(3) Records with short retention re
7. Basic Types of Records Series. 

quirements such as locator files of messages 
and transitory and reading files. a. Related Documents Files. Individual 

4 • 
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documents or groups of documents perform (3) May consist of transmittal letters 
ing the same function or reflecting simil~.r or forms; requests for routine information, 
or comparable transactions are filed to publications, or supplies; communications 
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 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
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 contact completion, retirement of an indi
vidual, or completion of a project. 

• 
c. 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 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; 

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 d.estroy transitory material whi~h 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, etc. 

e. General 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 Force Subjective Classi
fication System found in paragraph 9 and 
attachment 1. 

f. Technical Reference Matm·ials. 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 

• 
(2) Do not contain information of con value should be filed. They are usually main

tinuing reference value; and tained by offices such as those involved in 

5 
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statistical reporting, research, development, tracings on vellum which require special re
and gathering and disseminating informa production equipment. Some oversize maps 
tion. and drawings can be folded and filed with 

g. Extm C01JY (Convenience) Piles. These 
are extra copy files of documents created 01' 

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 (JetteI's, 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) Po/:icy Refer'ence Piles. These are 
copies of selected documents reflecting poli
cies, precedents, procedures, and instructions 
g'overning 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 RecoTds. 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 RecQ1'dings-some disks can 
be filed with standard size records whereas 
even a small volume of tapes must be filed 
separately. 

(3) Magnetic and Paper' Tnpes, X-ray 
Pilms, and Microphotographs. 

(4) Ae"inl Photogmphs. 

related papers in the regular files. However, 
too 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, M'icropr"inted, and M'im'o
film Ape'rtuTe Car·ds. 

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 e9se 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 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 arrangements. 
If the system is rather common, it will be included in 
this manual. 

a. NumeTical ATrangement. 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 

• 
(5) Engineering Drawings - may be numbers to documents for the sole purpose 

blueprints, diazo prints, pencil sketches, or of arrangement for filing. This practice re

7 
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quires the establishment of additional in d. Q"ganizational Arrangement. This ar
d~xes to locate the documents.) The two most rangement is used when the grouping of •common methods of arranging files by num documents by the name of the pertinent or
ber are discussed below. 

, (1) Consecutive Numerical Sequence. 
This is the conventional method of numer
ically arranging files-the numbers are ar
ranged by their normal sequence, e.g., 1, 2, 
3, 4, etc. 

(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 Sequence Terminal Digit 

12 34 56 12 34 56 

Primary 


Secondary 

Tertiary 


NOTE: Consider using the terminal digit method 
when documents 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. 
c. Geographical Arrangement. In this ar

: rangement, papers are filed by geographical 
"location such as area, country, state, county, 
etc. It is used when the geographical loca

I tion is the primary means of reference. Files 
: are arranged in alphabetical sequence first 
by the name of the main geographical divi

. sion, such as a state, then by the next most 

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 Armngement. This ar
rangement is used to file documents by name 
of persons, companies, agencies, etc., in 
alphabetical sequence. In arranging papers 
alphabetically, disregard articles, conjunc
tions, and prepositions but incJose them in 
parentheses. Apostrophe s ('s) does not af
fect filing arrangement; however, s apos
trophe (s') does. Specific rules follow: 

(1) Surnctmes-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 ctnd Prefixed Surnctmes 
-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 ZI'umerals-arrange as though spelled 
out. 
Example: Assn ______________Association 

Mt _________________Mountain 
19th _______________Nineteenth 

! important subdivision required for reference St ______________________Saint 
such as counties, cities, or names of bases. 10th ___________________Tenth 

8 • 
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(4) Nctmes Consisting of [nit'ials (Tmde Example: Chamber of Commerce, Wash DC 
o'/' CO'ined Nmnes of F'i?'ms)-arrange as one Wnshington (DC) Chamber 
word. 	 (of) Commerce 
Example: 	 OAR Chemical Company 

OAX Radio Station 
PDQ Messenger Service 

(5) Nnmes Containing Words Denoting 
Direction-arrange as one word. 
Example: South East __________Southeast 

West Side ___________Westside 

(6) Nctmes of [n.•titutions, Schools, and 
Colleges Contnining an lndividunl's Name
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) Orgnnizational Titles Contain'ing 
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 
Bro'tVn, Charles (and) Com
pany 

(8) Compound Geographical Or Loca
Uon Words-arrange as written. 
Exa,mple: 	 Fort Monmouth Supply Company 

Newark Provision Company 
West Virginia Grocery Company 
West Wellington Motors 

(9) [dent'ical Firm Names - arrange 
first by firm name and then by location. 
Example: Brown & Company, Depver, Colo 

~ 

Brown & Company, Los Angeles, 
Calif 

Republic Aviation Corporation, 
Denver, Colo 

Republic Aviation Corporation, 
San Francisco, Calif I (10) Chnmbers of Commerce, Bon?'ds of 

I Trade, Bnnks, Newspape?'s, etc., for which 
the city is the identifying word-arrangeI 
first by city with the state in parentheses

I and then by name of the chamber of com
I merce, etc . 

I • 

(11) Federal Depm·tments ctnd 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) Stltte, County, MunicilJal, or For
eign Govern?nent Offices (such as depart
ments, boards, bureaus, etc.)-arrange first 
by name of state, county, etc., then by name 
of department. 

Example: 	 Police Department, Arlington 
County, Va. 

A rl'ington County (Va) Police 
(Dept) 

(13) Nongovernment Firms With 
Names Beginning With "State, City, County, 
Bo(trd of, Bure(tu of," etc.-arrange as writ 
ten. 

Example: 	 City Office Supply Company 

Committee (for) Hospitality 


(14) Firms Operat'ing Under More 
Th(tn One N(tme (tnd Firms With (t New 
Name-arrange by most active or current 
name, as applicable, and cross-reference 
other appropriate names. 

(15) Frate?'nnl and Similm' Orgnniza
!-ions 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 

(16) Indexing the Alph(tbctical Pile. 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 

9 
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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 

C P C L S B D H Le 0 Se W 

D R D M T Be De He Li P Seh We 

F S E Me U Bi Do Ho M Pe Si Wi 

H T F N V BI' E Hu Mar Pi St XYZ 

I W G 0 W Bu F I Me Q Su 

K H P XYZ C Fi J Me R T 


I Ch G K Mo Ri To 

100 Division 

A Bo Cor Et H J M P S. Tr 

Al Br Cr F Ham John Man Pe Sh U 

Am Bro Cu Fi Har K MeA 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 

Bar Ch Do Ge Ho K Mu Ro SOO Wh 

Be CI Dow Go Hon Le N Ros T Wi 

Ber Co E Gr Hu Li Ni S Tho Wo 

Bi Con EI Gro I Lo 0 Seh Ti XYZ 


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 MeA Pet Si W 

Ander Bur De Fri He Kel MeD Pi Smith Wan 

Ar C Del G Hen Ki MeK 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 

Bar Che Du Go HoI Lar Mo Ri Su Wi 

Be Cl E Gr Hon Le Mor Ro T Williams 

Ber Co EI Gre Hu Lei Mu Ros Te Wilson 

Bi Con Et Gro Hun Li N Ru Tho Wo 

BI Coo F H I Lo Ni S Ti Wr 
 I
Bo Cor Fe Hal J Lu O' Seh Tr XY 
Bon Cr Fi Ham John M Or Schm U Z I 

I 
Figure 2. Alphabetical Divisions. I 

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 

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 

I 
I 

name cards. Standard sets of alphabetical easiest, but remember that too many guides 
subdivision guides are available in a wide defeat their purpose. 

10 • 
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f. Subjective Armngement. 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 system 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 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 Subject'ive 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 documents 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 charity 
campaigns. 

(c) 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 

AFM 181-4 

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 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. All 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-terres-trial 
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

11 
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ated 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 
to external 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 category concern the collection, 

analysis, exploitation, and di.ssemination of 

intelligence information of military value. 


(9) !NV-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, 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 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

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, 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 functions. 
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 
involving the maintenance of materiel. 

(16) 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 (23) SUP-SUPPLY AND SERVICES. 

also include subjects relating to maneuvers, This category involves subjects dealing with 

flights, exercises, war games, and related the storage, distribution, handling, and cata

activities. Be sure to distinguish between the loging of suplies; and furnishing laundry, 

type of operations above and the subject commissary, and other services. 

matter of other unrelated activities which 
 (24) TNG-TRAINING. This category 
are designated "operations" in a general concerns the training of military and civilian 
sense. Such subjects should be classified personnel and the education of dependents
under the appropriate major subjective cate in the United States and foreign countries. 
gory. Subjects concerning the training of civilians 

(17) PHO-PHOTOGRAPHY. This cat as part of the career development program 
egory includes subjects relating to aerial may be subdivided under "CIV (Career 
photography, motion picture and still pho Development)." It includes subjects involved 
tography, sound recording, and related pho in the various types of training that are con
tographic activities. ducted, as well as those concerning the Air 

Academy, reserve activities, foreign trainees, (18) POL-POLICE OPERATIONS. 
and colleges and universities.This category relates to the enforcement of 


law and order; the confinement, retraining, (25) TRS-TRANSPORTATION. This 

and restoration of prisoners; and related ac category concerns the movement of cargo, 

tivities of directors of security and law personal property, and passengers by com

enforcement except "military security" which mercial and military land, air, and water 

is established as a separate major subjective transportation. 

category. 


• 

b. Subd'ivis'ions. Each of the major cate
(19) PRO-PROCUREMENT.- This cat

gories described above is subdivided by reegory relates to the procurement of mate
lated subject matter. These subdivisions areriel and services from sources outside the 
referred 	to as primary, secondary, tertiary,Air Force by contract, purchase, and other and quaternary subjects or topics. The comnegotiations. It includes such related matters 
plete list of subjects is referred to as theas industrial resources, production planning, master outline.and quality control. 

(20) PUB-PUBLISHING AND PUB c. Master Outline. The master outl'ine in 
LICATIONS. This category covers subjects "ttachment 1 is 'intended only as a reference 
concerning the preparation, printing, and guide in establishing a subjective file to meet 
distribution of publications, forms, and the specific requirements of the user. Sub
orders. Record and reference sets of publi jects not specifically provided in the master 
cations are not to be filed in this category outline may be added, Secondary and further 
they are filed as separate series of records. topics may be used as primary topics when 

(21) 	R&D-RESEARCH AND DE they represent the primary functions of the 
office of record. Note that the subjects in theVELOPMENT. This category includes sub

I
• 	

or• 	 jects representing areas and objectives of master outline refer to correspondence 
research and development. The subdivisions other documents relating to the subject 
of this category are grouped to meet research rather than to the record itself, i.e" reference 
and development requirements and are based to "military personnel records" in "MIL" 
on technical groupings. 	 relates to correspondence on that subject 

rather than to the personnel record itself,(22) SEC-SECURITY. This category 
Following rules using theis intended to cover the responsibilities and 	 are specific for

I 	 master outline:activities of maintaining the National secu
I rity, and particularly the safeguarding of (1) Use the master outline as the basis 

classified information . for establishing a file-use only that 'Va,-t ofI 
I 13•I 
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the ouUine th(tt meets your needs "nd add 

new subjects (ts 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 CONUS 
1-2-2 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, described 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. 
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: 

14 
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Major Category: CIV 
Primary Subject: CIV 1 

Secondary Subject: CIV 1-1 
Tertiary Subject: CIV 1-1-1 

10. Files Main.tenance and Disposition Plan (AF 
Form 80). Now that the files have been 
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 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. Prep(tr(ttion. 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) Co'1!rl.mn 5A. Start with number "I" 
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 maj or sub 11. Files Disposition Control Label (AF Form 82). 
ordinate commands and levels above, list the After AF Form 80 is prepared, the next step 
"mission" and "office administration" por is to prepare Files Disposition Control• 
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, preI:
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 SC. Self-explanatory. 

• 

(4) Column SD. Enter paragraph and 
subparagraph numbers of AFM 181-5 pre
scribing di'sposition 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
tains 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. 

c. 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 

Labels (AF Forms 82)-see figure I-for 
each records series listed on AF Form 80. 

a. Preparat·ion: 

(1) Item 1 (Item Number (md T·itle or 
Description of Records Series). Enter infor
mation from Columns 5A and 5B of AF 
Form 80. 

(2) Item 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 .. (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 hlock, enter "See AFM 181-5." 

(c) 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. 

• 
Forms 80 before using activities prepare and 
distribute them. b. Use. AF Form 82 is printed on special 
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IDAn PllEPARED • 

• 

FILES MAINTENANCE AND DISPOSITION PLAN 
1. OfFICE SYMIIOl Of Office Of RfCORt> OR UNIT DESIGNATION 2. PltEPAlIEO IY (N.."" 11/ nt'mls fI,,..) 

3. TYPfD NM'E AND POSITION Tme OF RECORDS CUSTODIAN 4. SIGNATURf Of CUSTOOlAN 

S. FlUS PLAN 

"'" NO, 

• 

TITU OR DESCRIPTION OF RECORDS SERIES 

• 

FILING ARIlANGEMENT 
OF EA04 SERIES 

!t"t!J~/;:lil' ::/':ti
t:IIU,. 

C 

DISPOSI1'ION 

{ilum ,um,/m-"'/'t.'"",,//
""d SJiIrJldrllgr.p ill A At 

:':"~'i{J'/!I:;:!r.~~:,,':!j
•

1 Files Maintenance and Disposition Plan, AF Form Be 160303a 
2 Records Shipment Lists Chronological 16030313 

3 Routine Transitory Records Chronological 050102 
4 General Correspondence Files 

ADM--Office Administration 
1 Administration of Office Personnel 
2 Office Supplies, Bervices, and Equipment 
3 Security 

J.tlT--Administrative Management' 
1 Communications (Written) 
2 Program Supervision and Guidance 
3 Records Management 
3-1 Current Records Maintenance 
3-2 Documentation Btorase &Retrieval Systems 

(See Item No. 5 for DS&R Projects) 
3-3 Records Disposition 

Subjective 050101b 

5 Documentation Storase and Retrieval Projects Organizational 160303d 
6 Policy Reference Files 

A--Administration 
B--Security 
C--Supplies and Services 
D--~sportation 

Subjective 050202 

7 Supervisor's Records of Emplqyees Alphabetical 070302 

8 Position Description Files Numerical 070303 

9 Security Clearance Summary Records Alphabetical 260110 

10 Access Autborization Certificates Alphabetical 260109b 

11 Registered Dispatch Receipts Cbronological 060201c 

12 Accountability Records for Classified Documents Cbronological 260104 

13 Room and Safe Security Control Records 
(At each main exit and on each safe)(Destroy when 
superseding records are prepared) 

26011la 

14 Reading Files Chronological 050103 

15 Suspense Records Chronological o60202c 

AF!..~ 80 

figure 3 
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paper stock which adheres to file guide cards rent accumulations of each records series. 
when moistened with water. Affix this form When noncurrent records are retired or de
to tabs of guide cards preceding each rec stroyed, reUSe the disposition guide cards for 
ords series. When placed on guide cards, 
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 fol!owing 
a disposition guide card have the same reten
tion period except as indicated in para
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) Replacernent o·r Reuse 0/ Cards. 
Make new sets of cards as needed for cur

• 

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 contai,ner. 

(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 80 (see paragraph 
lOa(2» . 

• 17 
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• 
Chapter 3 


FILES PROCEDURES 


12. Preparing and Using Guide Cards and File 
Folders. Obtain the standard guide cards, file 
folders, and labels prescribed in chapter 4. 
Use them as foilows. 

a. Guide Cards. As described in paragraph 
lla, prepare and place a tirst (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 rec
ords series. Guide cards may also be used 
within separate series of records to identify 
and support portions of the tile as required. 
Type or print standard labels and attach 
them to the guide card tab. Positions of the 
guide cards indicate levels of division and 
subdivision. For example, in a subjectively 
arranged file, a tirst position guide is used 
to introduce the major category, a second 
position guide card may be used to introduce 
the primary subdivision, and the third posi
tion for further subdivisions. (NOTE: To 

achieve a better balance of guides to folders, 
in instances where the tertiary and further 
subdivisions are numerous, place both the 
major category 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 tile 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 tiles, the data on the label 

DEPARTMENT OF THE AIR FORCE 

HEAOQUARTERS UNI"tEO STATES AIR FORCE 


WASHINGTON, D.C. 20330 

1 J~ 1966 

SUBJECT, Appointment of Loca.l Security Officer 

m. AFDASB 

1. Xx>oocc JOOOCX xx:x:x:xxx:xx xxxxxxxxx XJCICOCOCOI: :x:x:x::xJOOOOC xx:x:xxx xxxxxxx:x 
XXlCCOClOOOCXX. Xxxxx:x:xx JOOOOCOCX xxx:xx xxx.xxxxx xxxx:xxx XXJOCXX JOCOOOC. 

Figure 4. Paper Authorized and Coded for File (Including Cross 
Reference Designation). 
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will include the file symbol, subject title, and g. Staple related papers together in the 
year; e.g., "MGT 1-3, Maintenance of Cur upper left corner. When the material is too 
rent Records, 1966." In other records series, thick to use wire staples, use prong fasteners 

• 


• 


the label wEI 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. 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
agemen t officer.) 

b. Insure that the file is complete and that 
all attachments are retained or accounted 
for. 

c. 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 . 

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 figure 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 
"CONUS" 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 specific 
subdivision if -needed. For example, a paper 
concerning the file eIassification 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_ 

19 
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• 
DATE 1, July 1966 

I,NDEX: File #6B 

TO, AFDASB 

FROM, AF'XXX 

••~•••y, 'ApPointment of Loed Seeu,.ity Officer 

• 
FILED: ADM 3 


If(DUER, abc 


REMARKS! 

DO 1~~::'5. 334 CROSS·REFERENCE, SHEET 

Figure 5. Example of DO Form 334, Cross Reference Shee!. • 
20 
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• than one subject, or other coding under cate the date under which the document will 
which it should be filed, or when a document be filed as prescribed in subparagraph b(S) 
is brought forward to be consolidated with above. 
another 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 cross-referenced are available' 
or if "fast" copies can be conveniently made, 
use them instead of the DD Form 334 (see 
subparagraph c below for. preparation in
structions) . '. 

b. Preparation of DD Form' 834, Cross 
Reference Sheet, 

(1) Date. Type the date of the document 
'being cross-referenced-day, month, and, 
year (e.g., ".1 June 1966"). If no date is 
shown, insert "ND'" 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 ofil\dividual 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)." 

c. 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 i8 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

16. Soriing Records. Sorting is the procedure 
for arranging records in pro pet sequence to 
facilitate filing, It also provides ready refer
ence to the records if they are needed 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 Piles 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. 

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 hundr-ed 
group into tens, etc. Numerical labels on 
sorting equipment from 0 tllrough 9 can be 
used to represent tens, hundreds, thousands, 
etc. 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
ing group by the second digit of the second
ary group, Subsequent digits are filed in con
ventional numerical. order within each group. 

• ence.For continuity cross-references, indi- 11. filing Procedures. Match the file codes of 
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the papers with the folder labels before charging out the records may be included on 
placing papers in the folders. File the papers the form if needed. File AF Forms 614 and 
loosely in the proper folders with the latest 614a so that the "OUT" portion is visible. •
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 Unes 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 fil,ing 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
mentIs) of a records series and the years 
covered, e.g., "Special Orders (Series G), 
1966." See AFR 205-1 and local implement
ing security directives before labeling cabi
nets containing secur'ity classified material. 

19. Using Charge-Out Records (AF Forms 614 
'and 614a). 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 

This facilitates identification of charged out 
files arid 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
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 unclassified 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 

identification (symbol, abbreviation, etc.) information on the cross-reference sheef.tr 
and telephone number of the individual that are to be filed in an unclassified file . 
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21. Files Cutoff Procedures. Files "cut off" is next day, and the cutoff files disposed of 
the segregation of active and inactive files. after six months. 
Established periodic cutoff of files is essential d. Records subject to audit or inspection 
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 fr()m 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 ma,intained 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 theappli
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 
30 June 1966, cutoff would be on 30 June 
1966 and fiscal year 1967 files established 
the next day-l July 1966, .etc. 

c. 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, 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. ' 

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: 
(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. 

·e. Files maintained as Hcase" 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 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.) 
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• 
Chapter 4 


FILING SUPj»LlES AND EQ.l,IIPMENT 


22. Objedives. A continuing obj~ctive is to 
provide for tile proper, complete, and eco
nomical use of,tiling supplies and equipment. 
Filing supplies "<tnd equipment used by Air' 
Force a()tivities \Y.il\ be the most econOlllicaj 
possible to meet fili..ng requirements. Do not 
request filing equipment solely to improve 
appearance, office dec<>,: status. elevation, or 
beclluse of full desir!! fQf\the la.test design or < 

mo~e e"pensive tyPlls. Ma~~tain only .the m~
tar/al needed to conduct cu~rent busmess m 
filing supplies and equip1llent-\n office space. 
(See TAr 006 for additional standard allow
ancas and use criteria. See pitagraph 26 
before requesting the equipment Mscribed in 

. ' '\
paragraphs ;;!4 !'nd 25 below,)' . \ ' 

\ 
,23. SI"nd".:c.Flling Supplies. The folloi¥,ing 
items are to be used by all Air Force activ:i
ties asreqllired. (See paragraph 25 for guide 
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 	i~ems sucb. as manila folders of 
Comparable .size and comparable or lighter 
weight. 

(1) Kraft {olders will meet the major
· ity of filing requirements since most recQrds 
are curr~!It for a relatively short time before 

·~hey are retired or destrQyed. The standard 
kraft folder will b~ 147-pound, 11 point, 

: natural color, vertical, flat type, blank, bot
, tom scored for I}i" expansion, reinforced top, 

(b) Legal Size: FSN 7530-200-4308, 

9%" x ~4%.." 


(2) Pressboard fplders are authorized 

(July for case and proje<;t files <tnll then only 

w/len the kraft folder will not wjthstand the 

added volumll and/or use. The standl!rd 

pressboard folders are fI>\t-type, gray, blank, 

vertical, onll-inch expansion, with' self tabs, . 


. and square cut: 	 . 

(a~ Lette1' Sl:;e: FSN 7530-286-1720, 


9%" x Hili." 

. (b) Legal Size: FSN 7530-264-3645, 


9%" x 14%." 

b. Guilje Cartls. (See paragraph24e for 


shelf-filing guide cards.) 'rhe standard guide 

cards are gray pressbqFd, one,third cut, self 

tab, without lower projections, all positions: 
 • 

(1) Letter Size:FSN 7530-989-068q. 
(2) Legal Size: FSN 7530-082-.-2635. 

c. Labels: 

(1) Gummed folele" labels, blank, 3%." 

x 1Va," i1\ perforated fanfold strips, 500 to 

a box, available in several colors. FSN 7530
2~6p06, -6607, .,-6609, -66P, and 7530
550.-5~26, depending oneolor. 


(2) Pre~ure-sensitive (self adhering) 

labels, in sh~ets of 8 labels (248 labels to a 

box) ,3112" x I;"," available in, plain white or 


. white with 	%2~' wide identification ship in 
various colors. FSN 7530-577-4&68 ~hrough 
7530-577-4376, depending on color. 

24, $Iond"fli FiIi~1I Eq\lipm~nl.'rhe following 

items are to be used by 1111 Air Force activi

ties as re<juired. (See paragraph 25 for guid


· and square cut: 	 ancewhen standard'equlpment will llQt meet 
filing re<juirements.) .(a) Letter Size:.FSN 7530-663-0031,· 


9%" x 1l%." a.Vertical Filing Cabinets. Maintain only 
 • 
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material needed to conduct CUlTent business has not been included in the GSA Stores 
in these cabinets irt office space. Filing cabi~ Stock Catalog; therefore, Air Force activi
nets are gray-finish steel, upright, 5-drawer, ties maintaining machine lists nlay locally 
1 drawer wide, 57%'" high, and 28" deep. 

, (1) Lettm' Size (15" Wide): FSN 7110
286-3799. 

(2) Legal Size (18" Wide): FSN 7110
286-3797. Use only when at least one-fou,·th 
of the documents me legal s'ize. Smaller 
quantities o~ legal size documents will be• 
folded to fit letter size cabinets. 

b. Cm'd F-iUng Equ'il»nent: 

(1) Fo,' 8" x 5" and 5" x 8" CaTds., 
(a) Gray enameled steel cabinets with 

'16" deep drawers with compressor, label 
holder, and pull; four removable feet; stack
ing slots and interlockirtg lugs. One-drawer 
units: FSN 7110-273-8770 (3" x 5") and 

,FSN 7110-273-8772 (5" x 8"). Two-drawer 
units: FSN 7110-273-8774 (3" x 5") and 
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. For 5" x 8" cards, seven double 

drawers, FSN 7110-273-9512. 

(2) For 814" x 7%" EAM Cards. 
(a) Ten double drawers, holds 66,000 

cards, FSN 7110-273-9459, 
(b) Eleven two-compartment draw

ers, holds 82,000 cards, FSN 7110-132
6496. 

(c) Two-drawer unit with compres
sors and stackirtg slots, Hi" deep. ' 

c. Cabinets for Maps, Plans, and Draw
ings. Five:drawer cabinets, 15%" x 4H~ ,," 
x 53%," with waterproof fabric drawer 
covers. FSN 7110-205-0821. Separate base 
(FSN 7110-205-0822) and top (FSN 7110

,205-0823) units are available. 

d. Cabinets fO?' M/lch:,.;ie List-ings. These 
cabinets are "jumbo'; file cabinets (18' 11,,," 
wide, 14"%/' high, and 25"Y:t2" deep). 
three-drawers with "follow blocks" which 
hold listings in an orderly vertical position 

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 Stencil Files Corporation, Cole, Gen
eral Fire-proofing, Shaw-Walker, etc. 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" x 17," FSN 7510-281-4310 (3" 
capacity, with fasteners). 

(2) 11" x 14%:' FSN 7510-582-5488 
'(without fasteners). 

e. Shelf FiMng. The standard shelf filing 
cabinet units described in (3) below nlay be 
more appropriate than filing cabinets, for 
filing certain material.. 

(1) Use. Shelf filing is Inost 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. 

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

(c) 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 vennin. When these con
ditions prevail, consider standard filing 
cabinets. 

(2) Factors to Conside'l'. Undei· the 
above conditions, shelf filing equipment costs 
less than standard filing cabinets, requires 
less office space, and per""its ease of filing 
operations. Below are specific factors to con
sider when planning for shelf-filing: 

(a) Records-nlust ,be easily main

• 
when filed in appropriate binders or sepa tained and referenced in shelf filing equip
rated by pressboard guide cards. This item ment. 
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(b) Cost. Open shelf filing units cost (a) Letter Size. 
considerably less per linear filing foot than 1. Three-shelf opening (36o/.~" x 14" •standard filing cabinets. For example, a x 38"), FSN 7110-817-0646; with built-in 
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 requires 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). 

base (36%," x 14" x 42"), FSN 7110-817
0657. 

2. Seven-shelf opening, with built
in base (36%," x 14" x 84"), FSN 7110-817
0665; or with posting shelf, FSN 7110-817
0641. 

(b) Legal Size. 
1. Three-shelf opening (36%," x 17" 

x 38"), FSN 7110-817-0671; with built-in 
base, (36%," x 17" x 42") FSN 7110-817
0662. 

2. Seven-shelf opening, with built
in base (36%," 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 uni;ts. 

(a) Gu·ide Cards. Gray pressboard, 
calendered, Type III, y, cut, self tab, all posi
tions, with metal shelf hook: Letter size, FSN 
7530-988-9787 (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, FSN 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. (3) Shelf Filing Cabinet Units. These 
Use of the following items, as required, can units have knockout holes to permit fasten
save.time and facilitate filing. ing the units together side by side, back to 

back, or "stacking." (1) Filing Stools-make filing in upper 
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and lower drawers easier: FSN 7110-634- ble for destruction have been retired to the 
9617 (14" high, with casters) and FSN 7110- records staging area or records center. 
634-9618 (26" high, without casters). (d) Filing cabinets, including top and 

(2) Filing Shelf-holds papers for filing 
and attaches to file drawer handle, vinyl 
bumper protects drawer finish-FSN 7520
634-5922 (12%." xlI"). 

(3) Sorting Devices. 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 small 
office of record. Sorters with more divisions 
are available--some equipped with a sliding 
base mechanism. Other sorting equiJ:ment 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 nnd reo 
quirements in paragraph 26 below. 

26. Procedures for Requesting and Controlling 
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. RecordB Custodians 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 

bottom drawers, are being fully used for 
material needed to conduct current business. 

(e) All current records are main
tained in the most economical equipment, 
such 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 EqU'ipment: 

(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 undergo 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. 

8. 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 

• 
for destruction have been destroyed. one or more of the following criteria and the 

(c) All noncurrent records not eJigi- total savings to be realized exceeds the differ
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ence between the cost of standard and me b. Records Officers: 

chanized filing equipment when prorated (1) Review each request for all filing 
 •over a three-year period. (NOTE: Consult equipment and nonstandard filing supplies, 
with various representatives (vendors) of 
commercial firms to obtain up-to-date infor
mation on the capabilities, limit2tions, 2nd 
costs of the equipment that appears to be 
suitable for your requirements. Sp·ecific 
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 functions. 

3. Work Production-any predicted 
increase in workload capability is based upon 
provable and current workload data. 

(3) Requests for Use of Patented FiEng 
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
ords 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 
e/fort. 

(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. 

c. Records Management Officers: 
(1) Insure proper use and control 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 

OFFICIAL 

R.•T. PUGH 

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

Colonel, USAF 
Director of Admin'istrative Services 

i1 u.s. Government Printing Office: 1966-252·740/40 •28 
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Air Force Subjective Classification System Master Outline 

Major Subjective Catego1ies and Symbols 
ADM 
CIV 

COM 

ENV 
FIN 
INF 
INS 
INT 
INV 

LEG 
MAP 
MED 
MGT 
MIL 

• 
MTN 

OPS 
PHO 
POL 
PRO 
PUB 
R&D 
SEC 
SUP 
TNG 
TRS 

OFFICE ADMINISTRATION 
CIVILIAN PERSONNEL 

ADMINISTRATION 
COMMAND CONTROL AND 

COMMUNICATIONS 
AEROSPACE ENVIRONMENT 
FINANCIAL ADMINISTRATION 
INFORMATION ACTIVITIES 
INSTALLATIONS MANAGEMENT 
INTELLIGENCE 
INVESTIGATIONS, INSPECTIONS, 

AND SAFETY 
LEGAL ADMINISTRATION 
MAPPING AND CHARTING 
MEDICAL SERVICES 
ADMINISTRATIVE MANAGEMENT 
MILITARY PERSONNEL 

ADMINISTRATION 
MATERIEL MAINTENANCE 

ENGINEERING 
OPERATIONS 
PHOTOGRAPHY 
POLICE OPERATIONS 
PROCUREMENT 
PUBLISHING AND PUBLICATIONS 
RESEARCH AND DEVELOPMENT 
SECURITY 
SUPPLY AND SERVICES 
TRAINING 
TRANSPORTATION 

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 

Equal Employment Opportunity 
Grievances 
Housing-Transportation-Food Services 
Insurance 

Government Life 

Hospitalization 


Recreation, Morale, We1fare 

Employment Records 


Official PerSQnnel Folder 

Hours of Work 


Tours of Duty 


Leave 

Annual 

Sick 

Without Pay (LWOP) 


Pay Administration (Payroll Operations-
see FIN) 


Employee Claims 

Indebtedness 

Overtime 

Pay Rate Determination 


Performance 
Award~ommendations 
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 
Detailing Employees Concept of Operations

• 
Employee Relations Definitions 

Employee Groups Doctrine, Plans, Policy, Objectives 
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Individual Systems-Programs Weather 

C&C Support Systems 
 Meteorological Analysis 

Operational Combat C&C Systems Climatology 
 •
Resources Management C&C Systems Forecasting 

Management 

Acquisition 

Operation 

R&D 


System Processes-Functions 
CommunicaUons 
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 (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 

(MARS) 
Tactical Communications 

Frequency Management 
Compatibility Engineering 
Frequency Authorizations 

Frequency Engineering Above 30 
MCS 

Frequency Engineering Below 30 
MCS 

Records and Registration 

Wire Facilities 
Commercial Facilities 
Control Stations 
Flight Checks 
Plant in Pla:ce Maintenance 

ENV-AEROSPACE ENVIRONMENT 

Geographical Requirements 

Techniques and Equipment 


Space Environment 

Solar Observations 


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 
Subs:idiary Allotment Lengers 

Annual Budget Authorization 


Claims 

Collection 


Appropriation Receipts 
Appropriation Refunds 
Appropriation Reimbursements 
Deposit Fund Accounts 
General Fund Miscellaneous Receipts 
Records 

Control Ledgers 
Subsidiary ColJection Ledgers 

Reporting Instructions and •
Requirements 


Commitments 

Disbursements, Expenditures 


Inter-Intradepartmental Transactions 

Obligations 

Speeial Activities and Tenants 

Auditing 

Administration and Control 

Auditor's Records 

Internal Audits 

Banking-Currency 

Budgeting 

Budget Program Management 
Annual Finaneial Plan 

Apportionments 

Appropriation Law 

Funds Administration 

Special 

Transfers 


Solar Forecasting Budget Structure 

Solar·Terrestr·ial Effects AF Budget Code (Fiscal Code) 


AHachment 1 30 • 



• 
3 October 1966 

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 an'd Tenants 
Travel and Transportation 

Records 
Expense Ledger-Accounts 
Subsidiary Ledgers and Files 

Reporting Instructions and Requirements 

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 
Financial 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 

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 
Base Trust Funds 
Contral Base Funds 
Central Welfare Funds 
Civilian Welfare Funds 
Command Welfare Funda 
Unit Funds 

Payroll Operations (Civilian Pay) (Also .e. 
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 Call 

Public Information 
Media Inquiries 
Media Visits 
Releases 

International Affairs 
(Subdivisions as applicable to command and 

• 
Post Restaurants Funds location, i.e., NATO, SEATO, MACV, 
Vocational Training Activities Funds NORAD, etc.) 
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Legislative Relations Communications 

Collection·Dissemination
Congressional Inquiries 
Interception(Subdivisions as applicable to com~ •

Electronicsmand, i.e., legislative proposals, legis
Collection-Disseminationlative programs, etc.) 
Interception 

INS-INSTALLATIONS MANAGEMENT 

Facilities (Construction, Maintenance, and 
Operation) 

Aerospace R&D Facilities (Excluding 
Buildings) 

Airfields, Pavements, Aprons, etc. 
Building Equipment 
Buildings and Structures (Subdivide b~ 

type as required) 
Custodial Services 
Fire Protection and Aircraft Crash Rescue 
Grounds 
Insects, Rodent, and Vermin Control 
Liquid Fuel Storage and Dispensing 

Systems 
Missile Launch and Launch Control 

Facilities 
Railroads 
Roads and Other SUl'faced Areas 

(Excluding Airfields, Pavements, etc.) 
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 

Acquisition 

Disposal 

Utilization 


INT-INTELLIGENCE 
Collection-Dissemination 

Attaches, Defense 
Attaches, Air 

Briefing 
Captured Materiel 
Clandestine Source 

Multi-Sensor 
Foreign Nationals 


Accreditation 

Tours 

Visits 


Guidance Material 
HUMINT 


Biographical Da.ta 

Debriefing 

Interrogation 

Resources 


Intelligence Collection Plans 

Intelligence Reports 

Photo Intelligence 

Reconnaissance 

Requirements and Priorities 


Estimates 
Air Fa:eilities 

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 


Economic 

Military 

Political 

Technical 


Indications 

Aerospace Threats 

Briefings 

Currentlndications 

Intentions 


Economic 

Military 

Political 

Technical 


Watch Reports 

Operational Plans 


Intelligence Annexes 

Scientific. and Technical Intelligence 


Aeromedical Intelligence 

Aircraft & Aircraft Engines 


Documents Antia:ircraft Artillery 

Electronic Collection Armament, Conventional 
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Ballistic Missiles Safety 
ICBM Accident/Incident Reporting 
Rockets, Air to Air Awards 
Rockets, Ground to Air 

Electronics 
ELINT 
Radar 
Radio 
Sensors 
SIGINT 

Reconnaissance 
Unidentified Flying Objects 

Information Disclosure Policy 
Delegated Disclosure Letters 
Disclosures Made 

Foreign• 
U. S. Requesters 

Requests for Disclosure 
Authority 

Intelligence Training 
Evasion & Escape Briefings 

Target Inte1ligence (Analysis and Compilation) 
Physical Vulnerability 

Weapons Effects 
Weapons Recommendations 
Weapons Requirements 

• 
Target Analysis 

Bombing Encyclopedia 
Damage Predictions 
Target Systems 

Target InteUigence Requirements and Priorities 
Target Materials 

Air Objective Folder Program 
Radar Target Intelligence 
Ta'l'get Dossiers (Tactical) 

INV-INVESTIGATIONS, INSPECTIONS, AND 
SAFETY 

Investigations 

Liaison 

Technique 

Types 
Counterintelligence 

Collections and Operations 
Criminal 
Personnel 
Procurement 

Inspections and Staff Visits 

Personal Conference Periods 
Scheduling 
Special Subjects for Inspection 
Types 

Compliance 

Programs 
Statistics 
Studies, Surveys, and Visits 

LEG-LEGAL ADMINISTRATION 

Administration of Military Justice 


AppeUate Review and Procedure 

Clemency 

Correctional Custody 

General COUl'ts~Martial 

Nonjudicial Punishment 

Special Courts-Martial 

Summary Courts-Martial 


Alcoholic Beverage Control 

Claims 

Claims Against the U. S. 

Claims Data Management System 

Claims in Favor of the U. S. 

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 General of the Armed 
Forces" to subdivide subject files as re
quired) 

Litigation 

Litigation Against Air Force Personnel 
Reports 
Witnesses 

Public Utilities 


Communications 

Electricity 

Gas 


• 
Procedural Sewage 
Special Transportation 
Staff Visits Water 
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Taxation MED-MEDICAL SERVICES 

Federal Excise Aeromedical Evacuation 

Federal Income 
 •

Inter-Theater Evacuation 
State Excise 
State Income 
State Sales and Use 
State Tax, Other 

MAP-MAPPING AND CHARTING 

Aeronautical Information Publications 
Aeronautical Overprints 
Foreign Clearance Guides 
Jet Flight Information Manuals 
Pilot's Handbooks 
Radio Facility Charts 

Air 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 

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 


Strategic Charts Respiratory System 
Weather Charts Acute Infection in 
W orId Aeronautical Charts Other Diseases of 
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Skin and Cellular Tissue MGT-ADMINISTRATIVE MANAGEMENT 
Tuberculosis Communications (Written)
Venerial Accountability
Urinary and Male Genital System Format

Injuries Processing 
Hospital and Dispensary Administration Stationery Specifications 

Capacity and Status Data Automation and Reports Management
Clinical Records 

Advanced Technology Patient Management 
Data ManagementAdmissions 

ReportsBed Occupancy. Patient Days & Length 
Elements and Codes Standardizationof Stay 
Requirements ControlDeliveries 

Dispositions Data Systems 
Outpatients Approval 

CompatabilityMedical Intelligence 
Development 

Medical Nomenclature and Classification Projects 
Equipment Review 

Program Management 
Physical Examinations 

Professional Services and Clinics 
ADPE EvaluationFlight Medicine 
Contract NegotiationLaboratory 
ControlMedical 
Data Systems Evaluation Cardiovascular 
Indoctrination and EducationDermatology 
PCAM Approval 

• 
Gastroenterology 
Internal Medicine Forms Management 
Pediatrics Historical Documentation and Properties
Physical Medicine 

Historical PropertiesPsychiatry and Neurology 
Monographs

Nursing Unit Histories 
Pharmacy 

Interservice Relations (Joint Activities)
Roentgenology 

Management Planning and ImprovementSurgical 
(Surveys and Studies)General Surgery 

Office Methods and. ProceduresObstetrics and Gynecology 
Organizational AnalysisOrothopedic Surgery 
Program Planning and AnalysisUrology 
Work Measurement-Production 

Strength Statistics Layout and Materiel Flow 
Veterinary Services Production Control and Scheduling 

Survey and AuditAnimal Service 
VVork nfeasurement

Base Veterinary Service 
Work SimpHfication

Food Inspection 
Food Source Establishment Inspections Manpower 

Government Verification of Contractor Deferred Manpower Requirements• Inspection Manpower Authorization Document (MAD) 
Quality Audit Manpower and Authorization Files (MAF) 

Unit Manning Document (UMD) Veterinary Public Health 
Environmental Sanitation Organization and Functions (Including, gen
Epidemiological Investigations of erally, the organization of boards and com

Food-borne Diseases mittees. Classify documents pertaining to the 
Food Service Sanitation organization and work of specific boards and 
Zoonosis Control committees by subject, using the name of the 

• 

Veterinary Research board or committee as the subdivision of sub


Basic Research ject, as required) 

Research Support Activation 
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Assignment of Organization.al Units Career Development 

Unit Movements 
 Classification 

Constitution Qualification Records (Such as AF Fo.rtn •
Designation ll,etc.)

Insignia,-Flags 
ChaplaincyNomenclature 

Disbandment 

Discontinuance 

Inactivation 

Reorganization 


Postal and Courier Service 

Courier System 


Courier Transfer Stations (eTS) 
Distribution 
Money Orders 
Penalty Matters 
Post Offices (APOs) 
Postsge 
Postal and Courier Equipment 

Records Management 
Current Records Maintenance 
Documentation Storage and Retrieval 

Systems 

Records Disposition 


MIL-MILITARY PERSONNEL 

ADMINISTRATION 


Absence 

AWOL 

Desertion 

Leave 


Emergency 


Assignment and Reassignment 
Air Force with the Armed Services of 

U. S. anti Other Countries 
Armed Forces of the United States with 

the Air Force 
Armed Forces of Other Countries Serving 

with the Air Force 

Attsched 
Flying Ststus 
Permanent Change of Assignment and/or 

Stations (PCS and/or peA) 
Base of Preference/Base of Terminal 

Service Assignments 
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 

Cultural Activities 
Ecclesiastical Indorsing Agencies· 
Humanitarian Services 
Personal Counseling 
Preachi.ng Missions 

Jewish 

Protestant 

Roman Catholic 


Religion 

Jewish 

Protestant 

Roman Catholic 


Religious Education 
Retreats 


Jewish 

Protestant 

ROoman· Catholic 


Worship 

Discipline and Conduct 

Misconduct 
Administrative Reprimand 

MilitaTY Personnel Data and Records 
Personnel Data Systems 

Airmen 
Officers 

Records 
Command Personnel Reoords Group 
Field Record Group 
Master Personnel Records Group 

Pay and Allowances 
AIlotments 

Dependents 
Income Tax 
Pension 
Savings 

Beneths-Gratuities-Compensation 
Clothing Allowances 
Enlistment Bonus 
Flying Pay 
Inactive Duty Training Pay 
Pay Withheld or Delayed 
Qua'rt.ers 
Student Officers 
Subsistence 
Travel 

Performance 
Commendations 
Decorations and Awards 
Effectiveness Evaluation 

Personal Affairs 
Release Air Force Aid Society 

Temporary Duty Casualty AsSistance 
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Casualty Reporting and Notification Separation 

Children Have a Potential (CHAP) Death 

Counseling 	 Discharge 
Credit Unions 
Family Services 
Il1suranc~ 
Leave 
Marriage 
Retired Servicemen's Family Protection 

Plan (RSFPP) 

Personnel Services 
NonapPl'opriated Fund Management 

Book Department 
Personnel Services Supply 
Tlheater

• Open Messes 
Airmen 
NCO 
Officer 

• 

Recreation Services Management 
Aero Clubs 
Bowling 
Crafts and Hobbies 
Golf 
Libraries 
Marinas 
Miscellaneous i\.ctivities 
Recreation Areas 
Riding Stables 
Rod and Gun Clubs 
Service Clubs 
Sports 
Swimming 
Youth Activitjes 

Personnel Statistics 
Average Strength Report 
Military Strength Ba]ance Report 
Rosters 
StreI)gth 

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 

Inactive Duty 

Uniforms (Regulations of Apparel) 


MTN-MATERIEL MAINTENANCE 
ENGINEERING 

Conservation Practices 
Contractor Technical Assistance 
Equipment Histories 
Materiel ltems(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 

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 

J\irborne Radar 

Aircraft Control and Warning 


Radar Calibration 

Combat Electronics 


Flight Operations 

Airlifts 

Air Ground Rescue 

Air Sea Rescue 

Bombardment 


Evacuation 

Disaster 


• 
Promotion and Demotion Wounded (See Aeromedical Evacuation 
Rank and Precedence -MED) 
Jtetirement Fighter 
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Ground Support Motion Picture Photography 

Reconnasissance Animation 

Special Missions Archival 
 •
Transport 

Inflight Reiueling 
Troop Carrier 

Joint Operations 
Navigation 

Navigations Aids 
Operations Analysis 

Studies 

Airliit 

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 
Psyohological 
Strategic 
Tactical 

Ground Support 

PHO-PIj:OTOGRAPHY 
Aerial Ma1>ping 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 

Attachment 

Exhibition Clearance and Classification 
Processing 
Production 
Projection Prints 
Public Sale and Relea:se 
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 

General Officers 
 •

Manpower and Organization 


Policy 

Programming 


Five Year eeTV Management 
Program 

Special Projects 

Intrusion Resistant Ca'ble 

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 
Gtte Guarding 
Offenses or Incidents (Including Arrests 

and Routine Investigations' of Delin· 
quency and Complaints) 

Patrolling 
Permits (Hunting, Fishing, Firearms, etc.) 
Property 
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Records ()f Events (Desk Journal) Industrial Resources 
Relief Schedules Facilities
Security and Law Enforcement Activities Industrial Equipment

Reports Modernization/Replacement
State of Discipline Plant Expansion
Traffic Control Special Tooling 
Vehicle Registration 

Corrections 

Casual Prisoners 

Confinement Administration 

Confinement Operations 

Prison Administration 

Prisoners Complaints 

Prisoners Individual Records 

Restoration and Clemency 


<, Retraining of Prisoners 


PRO-PROCUREMENT 

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 

Federa'l Supply Service 
Negotiation 

Findings and Detenninations 
Sources 

Bidders List , Small Business 
Specifications 

Contractual Instruments 

Changes 
Types 

Cost-Plus-Fixed-Fee 
Fixed Price 
Time and Materials 

Foreign Procurement 

Government Property 

Bai1ment 

Labor and Technicians 

Materials 

Controlled Materials 

Customs Entry 

Priorities 


Mobilization 

Production Planning 


Initiation of Purchase and Procurement 
Authority 

Assignment of Procurement Responsibility 
Delegation of Authority 
Procurement Directives 
Purchase Requests 

La'bor Relations 
Inquiries 
Labor Disputes 
Labor Laws 

Procurement and Contract Management 
Rep<>rts 
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 

• 
Government-Furnished Aeronautical Engineering 

Equipment Qualified Products List 
Industrial Property Control Supply 
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International Components 

Air Standardization Coordinating Fuel Cells 


Committee (ASCC) Fuselages 
 •CENTO Tail Assemblies 
NATO 

SEATO 


Value E'ngineering 

Change Proposals 

Manning 
Training 

Zero Defects 

Awards to Industry 

Crossfeed Items 

Publicity (Promotions 


PUB-PUBLISHING AND PUBLICATIONS 

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 
(Subdivide as required: amphibian; bomber; 
cargo and transport; convertiplane; fighter; 
glider; liaison; lighter-than-air; parasite; 
reconnaissance; rotary wing; and trainer). 
Aerodynamics (Exclusive of propel1ors and 

rotors) 
Airfoils 
Boundary Layer Control 
Design Criteria 
External and Internal Flow 
Fluid Mechanics 
Turbulence 
Wind Tunnel Studies 

Alighting Gear 
Antiskid Devices 
Brakes, Tires, Wheels 
Cross-wind Landing Devices 

Wings 
Design 

Escape ahd Recovery 
Load, Weight and Balance 
Parameters 
Passive Defense 
Performance' 
Pressurization 
Structural Testing 

Electrical Accessories 
Actuators 
Auxiliary Power Plants imd Generators 
Circuit Breakers 
Convertors, Regulators 
Motors 

Flight Instruments 
Accelerotneters 
Airspeed 
Altitude 
Free Air Temperature 
Pitch and Yaw 

Flight Operation Techniques and Equipment 
All Weather Operation 
Cruise Control 
Floating Wings 
Range 
Towing 
Unconventional Landing and Tak~oft' 

Maintenance and Test •
Engine Test Cells, .stands 

Repair Equipment 


Mechanical Accessories 
Aerial Delivery Equipment 
Actuators 
Aerial Dispensers 
Cooling and Air Conditioning 
Deicing and Anti-ici~g Devices 
Fire Prevention Equipment 
Heating Equipment 
Hydraulics 
Inflight Cargo Handiing Eq'uipment 
Oxygen Equipment 
Pneumatic 

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 

Floats, Skis Lubrication Equipment 
Steering Mobile Compressed Air Supply 
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Stability and Control Communication 
Control Mechanisms Acoustics 
Control Surfaces 	 Airborne Systems 
Criteria Ground Systems 
Dynamic Load Linguistics
Flutter, Vibration Receivers, Recordings 

Armament Telemetering 
Theory of Information and Communication 

tion 
Aircraft Armor (Plates, J;lullet Proof 

Glass, etc) 
TransmittersAmmunition and Guns (Exclusive of 

Fire Control System) Electronics 
Accessory Equipment Combat Electronic Application (Electronic 
Destructive Effects Countermeasures) 
Drives Screening 

. Feed and Storage (Aboard Ai~raft) 	 Signal Search and Analysis
" 

Mounts Simulation 
Analysis and Evaluation Components, Techniques and Tests 

BaHistics Amplification 
Computation Antennas and Antenna Shelters 
Control Theory Meters, Generators 
Dynamics of Systems Modulation 
Performance Evaluation Moving Target Identification 
Systems Synthesis Signal Analysis 

Bombs (Exclusive of Special Weapons) Electrornagnetics 
(Subdivide, as required, by type) Analysis 
Bomb Accessories Wave Propagation 

• 
Computers Electronic and Electrical Parts (Subdivide 

Bombing as required) 
Ground Defense Engines 

Demolitions (Subdivide as required: gas turbines. turbo 
AppJication jets and turboprops; nuclear; ramjet; 
Techniques rocket) 

Fire Control Systems Accessories 
(Position reference - radar; optics; Instruments 
gyros; computors; servo~transmittersj Equipment 
all equipment applicable to an inte Aerospace Ground Equipment (AGE) 
grated fire control system) Air Base Equipment 

Auxiliary PowerFuses 
CamouflageMines and Torpedoes 
Construction and Maintenance Equip·

Munitions Handling Equipment 	 ment 
Rockets and Launchers 	 Fire, Crash and Salvage Equipment 

• 	 Accessory Equipment Lighting and Marking 

Destructive Effects Materials Handling 

Feed and Storage (Aboard Airerait) 
 Personnel Carriers 
Launching Equipment Structures

• 	 Release Equipment <;:lothing and Protective Equipment
Rockets 

Machine Elements and Hardware
Sights 

Medical and Dental EquipmentBombsights 

Gunsights 
 Rescue and Survival Equipment 

Aerial Pickup and Tow .Warheads 
Airborne Sea Rescue Equipment 

Bioastronautics Detection Devices 
Droppable Survival Gear

Chemistry 

• 
Flotation Gear 

Analytical Physical Personal Survival Clothing 
Inorganic, Organic Rescue Boats and Equipment 
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Test Support Military and Field Medicine 

Aerospace Neurology 

Range ~europsychiatry 
 •

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 j welding) 

Instrumentation 
Aircraft 
Electronics 
Manometers 
Missiles 
Laboratory 
Optical 
Potentiometers 
Range 
Transducers 

Materials 

Ablatives 

Chemicals 

Metallurgy and Metallics 

Non-metallics . 


Mathematics and Computation 

Medicine and Biology 

Air Evacuation 

Allergy 

Anatomy 
Aviation Medicine 
Bacteriology 
Biochemistry 
Biomedical Aspects of Special Weapons 
Biophysics 
Dentistry 
Dermatology 
Entomology 

Ophthalmology 

Orthopedics 

Otorhinolaryngology 

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 Diffusicm 

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; 
 •
underwatet- to air; underwater to surface; 

underwater to underwater.) 

Alighting Gear 

Components, Accessories and Parts 

Design 

Electrical Equipment 

Instruments 

Launching and Recovery Equipment 

Mechanical Equipment 

Stability and Control 

Test Vehicles 

~avigation 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 


Epidemiology Driftmeters 

Immunology Octants 
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Self-Contained Navigation Cloud Physics and Nucleation 
Celestial Cosmic and Solar Influences 
Celestial-Inertial Electricity and Ionization 
Inertial Meteors 

Position Indicators Optics 


Terminal Control of Air Vehicles Radiation 

Air Traffic Control Structure and Composition 

Ground-Controlled Approach Sociology 

Homing Demography 

Instrument Landing Systems Inter-group and Inter-personnel Relations 

Vehicle Guidance and Control Morale and Leadership

Beam Riding 


Space Technology 
Command Systems 

LORAN Astronautics 

Radio Compass Auto-pilots and Coup Operations in Space 


ling to Beams Orbital Rendevous 

SHORAN Space Exploration 


Spacecraft 
flo chute; missile recover; personnel theory 	 Aerospace Planes and Components 

Design and Construction 

Parachutes (Cargo; ballute decelerator; hyper

of) 

Satellites
Personnel Utilization 
Space

Assignment, Evaluation, Promotion Capsules
Human Engineering Damage Assessment and Vulner-
Manpower ability Studies 
Psychology of Training Probes 
Psychophysiology Stations 
Training and Education Vehicles 

• 
Photography (Including Aerial Reconnaissance Spacecraft Launch Vehicles and Ground 

Collection) Support 
Interpretation and CompiJation Handling and Launching (including 
Processes and Devices transportation and storage) 

Cameras Preparation for Launch, Countdown 
Emulsions Spacecraft Trajectories and Re-entries 
Optics Analysis
Processing Determination 
Schliren Orbital Calculations 
Shadowgraph Re-entry

Techniques Space Mechanics 
Infra-red Special Weapons, Effects and Defense
Micro Atomic Weapons
Three Dimensional Bacteriology and Biological Warfare Agents
Ultra-violet Chemical Warfare Agents (CW) 

Physics Radiological Warfare Agents (RW) 
Acoustics Thennonuclear Weapons 
Electricity and Magnetics Terrestial Sciences 
Experimental Physics Geodesy 
Lasers Geology• 
Magnetohydrodynamics Geomagnetisms 
Masers Geophysical Aspects of Atomic Weapons 
Plasma Stream Oceanography 
Seeded Plasma Seismology 
Mathematical Physics Soil Mechanics 
Mechanics SEC-SECURITY 
Nuclear, Atomic, Molecular Structure Censorship
Solid State Physics Classification Management
Thermodynamics 

• 
Classifying, Regrading, and Declassifying 

Physics (Atmospherics) Marking 
Acoustics 	 Security Classification Guides 
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Counterintelligence Volume I, Part Two 

(Further subdivided as required to in
Subversive Activities (See INV) 
dicate divisions of AFM 67-1 utilized •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 
Storag~ 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 
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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) Military Motor Vehicles 
Field Training Base Authorized Allowances 
On-the-Job Training Bus Movements 

t 

• 


• 

Skill Training 

Support Training 

Systems Training 


Special Training 

Training Programming 


Training Aids 

Equipment 

Malerials 


Unit Training 

TRS-TRANSPORTATION 

Cargo 

Air 

Land 

Sea 


Equipment and Facilities 

Facilities 

Materials Handling Equipment 

Railroad Equipment 

Utility Boats 


Military Air Transport 
Ferrying of Ait'craft 
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 Traffic 

Drivers Qualification and Training 
General Purposes 


Administration 

Tactical 


Operations 

Special Movement Authorizations 

Special Purpose 

ToIls. 


Military Sea Transport 

Billing Procedures (MSTS) 

Carbr() 

Outturn Reports 
Overseas Destination 

England 
Germany 
Others 

Special Cargo 
Aircraft 
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 

• 
NATO Traffic POVs 
UN Traffic Petroleum, Oil, and Lubricants (POL) 
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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. Basic 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 func
tions while affording selected items of infor
mation various reasonable degrees of secu
rity with a minimum amount of calculated 
risk. 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 for the 
storage of classified material shall be pur
chased for use by an Air Force actlVlty, or 
approved by a contracting officer for pur
chase from Air Force funds in connection 
with an Air Force contract. Classified mate
rial not in use by, or under the direct observa

room or enclosure shall be guarded, or it shall 
be stored in a locked container as authorized 
below. 
Note.' Secudty 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 c,abinets, the label was 
located on the wall inside the locking drawer com
partment). Such cabinets manufactured after 
February 1962 wiU 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 insu
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-357b 
for a Class 2 cabinet with Group 1 lock; a 
steel security file cabmet 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 steel secu
rity map and plan filing cabinet conforming 
to Federal Specification AA-F-00363. More
over, when additional protection is required 
because of special local conditions, a steel 
security 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 
specific security cabinets that meet these 
requirements.) 

(2) A safe, an alarmed area, a vault, a 
vaUlt-type room, or an area under continuous 
Rurveillance, which affords protection equal 

tion of, an authorized person in the same to or better than a Class 2 or 4 cabinet, and 
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• 
which is approved for such use by the instal the size or shape of the classified material being 

stored, a suitable commercial steel container may belation commander or higher authority. (See 
modified according to T.O. 46A3-1-li02 for the pure below for details on the use of vaults and pose until the steel security map and plan filing 

vault-type rooms.) cabinet conforming to Federal Specification AA-F
00363 is available on the GSA Federal S·upply(3) As a minimum, a steel file cabinet 
S~hedule.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, construction, 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 
is procured for the storage of To Secret 
materia, it s a I e of the types authorized In 

(i) above and desIgnated as "security fil
ing cabinets" on the GSA Federal Supply 
Schedule.} 

b. Secret. Secret material shall be stored 
in: 

• 
(1) The manner authQrized :for .Top 

Secret material in a 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 Class 3 steel security file cabinet 
with Group 1 lock conforming to Federal 
Specification AA-F-357b or AA-F-358b. 
(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 steellockbar installed accord
ing to T.O. 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 lock bar-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. 
Such cabInets should gradually be diverted 
to use for storing ConJi,dentwJ~MQdi#ed 
Handling Authorized material and unclassi
fied material.) 
Note: When the use of a specialized container, such 

c. Confidential. Confidential material shall 
be stored In: 

(1) The manner authorized for Top 
Secret and Secret material in a 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-Modi ed Handlin Au
thonze. onfidential material designated 
Modt'/ted Handling Authorized shall be stored 
as stated In c above, or in: (i) a key-lock 
steel file cabinet such as Stock Number 7110
551-5493; (ii) the cabinet described in b(3) 
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. 

* * * 


• 
as a map and chart cabinet, is required because of 
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Class 2 Insulated Cabinets 

Test Certification Label 

March 1955 throU£;h Febru9.ry 1962 


• PROl'ECTIIl" 

SURP.EPl'll'IOUS ENl'liY: 20 MINUrES 
F<RCED ~"mY: 5 MINUTES 

IN ACCCRDANCE WITH 
FE£>ZRAL SPEC AA--F-357b 

FCR ClASS 2 C'ABneTS 

Test CertiCieation Label 
becinning in February 1962 . ffiOl'E.cr ION 

This is a US Government serurity eontainer. 
Class 2 c'!abinet, ..,hirh, W¥ier the tests 

defined in Federal Speeification AA-F-357b, 
affords prote(""tion for: 

20 ma~m1nutes against surreptitious entry 
5 man-minutes against for!'ed entry 

20 man-hours acainst manipulation of the "lock 
20 man-hours 8eainst radiolOGical attal"'k 

• 
Federa.! Stoek NUlllbors 

2-drawer le(;8:l size 
7ll0-66~-6362 4-d.rawer legal size 
7ll0-66~-6364 4-drawer letter size 

7ll0-66~-6~60 

COpy 


ClAss 4 UninsulAted Cabinets 

Test Certi!iMltion label 
beginni.ng in February 1962 

•PllQ'l'&crlon 

This is a U) Government serurity ("ontainerJ 


Class 4 cabinet, which, under the teats 

<!efined in Federal Spef'iflcatlon A.A-F-35Sb, 


Amendment I, affords protection for: 


20 m&.n-minutes aeainst s'¥Teptitious entry 
5 nan-m1nutes 8rainst ror~ed entry 

20 lD9.n-hours against manipUlation of the lock 
20 man-hours aeainst radioloeical attack 

• 

Federal Stoek Numbers 

7110-82)-U~8 2-draw8r legal size 
7110-823-)288 4-drawer legal size 

'Ieure 5-1. Test Certification Label. ond Fed.ral Stock Numben for Cia .. 2,3, and 4 Security File Cabin.... 

COpy 
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-: 
Class :3 UninsuJ.ated Cabinets 

Test Certification Label 
March 1955 through February 1962 . 

ffiOTEGrION 
. 

SUllREPTrrIOUS 
FOOC&l ENTRY: 

EttrRY: 20}1INU'l'BS 
NO nsT 

IN ACCaIDANCE \·tITH 

FEDERAL smc AA-F-J58b 

roo CrASS :3 CABINETS 

Test Certification Label 
beeinnine in February 1962 

•J'aOTECI'IOf.l 

This is a lB Government seeurity container, 

Class 3 eab1net, "ofhich, UIX\er tho tests 


defined" in Federal Sperification AA-F-358b, 

affords proteC'"tion for: 


20 nan-minutes against surreptitious entry 
20 man-hours acainst manipulation of the lo('k 
20 nan-hours atainst radiological atta"'k 

Zero man-minutes against forred entry . 
Federal Stock Numbers 

7110-687-8955 2-drawer letal size 
7110-551-5259 4-drawer le~l size 
7110-551-5263 5-drawer lecsl size 
7110-551-5257 4-drawer letter sue 
7110-551-5261 5-drawer letter size 

• 

http:beginni.ng
http:ffiOl'E.cr
http:Febru9.ry


• 

• 


• 
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IMMEDIATE ACTION 
AFL 181-4 

DEPARTMENT OF THE AIR FORCE 
WASHINGTON DC 20330 

AIR FORCE LETTER 11 March 1965 
NO. 181-4 

SUBJECT: Conservation of Equipment and Space Occupied by Records 

TO: (Distribution: S) 

Expires 31 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 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 
Plan," and 82, "Files Disposition Control Label," 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 eligible 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, 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 



AFL 181-4 

(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. 


c. 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 400-120! they meet the applicable criteriiJ See section 3, chapter 3, AFM 181-5, 1 

July 1963, as amended, for calculation guidelines. 
_-";L ""'" 

By ORDER OF THE SECRETARY OF THE Am FORCE 

~G(Ls1. • 

ColfYMl, USAF 
Director of Administratille SeNlioo8 

2 • 
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TI.iUEF 12. 

-4 u. e 1995 

, 

SECURITY FILE CABINETS , 
The President's moratorium 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 
restrict·ion does not apply to fire l'esistant Insulated file cabinets 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 ?f ·classified records, . 

MAPS AND PLANS SECURITY FILING CABINETS 
. General Services Administration has presently expanded its contracts 

with suppliers to includ~ the new Class 5 and Class 6 security filing cabi
nets. These containers are adaptable for a variety of uses-storage of maps 
and plans, IBM 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 Schedule 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. 

. . -.,. -'.~ 
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JI"") TIG Brief Number 18, Vol~~e XIV, 31 August 1962 
::;Cji'JANCE FOR RECORDS CLERKS 

Al'\D RECORDS CUSTODIANS 

• 
Change "B" to AF)I 18~-4, 30 August 1961, i~L;'oduced a new me.', -,d 

for maintaining and disposing of Air Force records, Its p;';ncipal o',:,,~c
';ives were to eliminate the use of time-consumi~lg :{e<:ords c- .. ,:01 
Schedules (AF Fc,!'ms 296 and 296a), and to identify ,~nd e:"U) re, (,,'ls 
series in a mann,," that would facilitate block disposition, ~,s a-.:tno:;,,,d 
by AFM 181-5. A basic element of the new syster:, :s AF Form fQ, ",-:-: les 
Disposition Control LabeL" Paragraph 19d, AFc-j ,81-4, describei; AF 
Form 82 and explains its use. 

Although very little difficulty has been expe';,;nced by Air Force " 
activities in establishing and operating the new system, 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" be typed on a 
guide card or on, a file folder label. It should be undel'stood that AF Form 

2 i a label' it is intended to be affixed to the tab of a guide card. The 
words "Files Disposition Control a e ' are prepl'ln ,pt. on I . ao also 
been suggested that the name of the form be pl"eed at the top insrc,: r. of " 

the bottom. In desi nin AF Form 82, its title IVa" ;"tcntionally '1:acerl 
.at the bottom in :)1" er 0 eave space a e op te, ". :,,:ti!'Y t e S~l'l~~ 0 

records to which the disposition instruction pertains, 'rhus, it also .', l'ves 1-;as the "locator" guide for separate series 01 records, I" addition Lhis 
format permits rapid identification of records series without raisiL~' or 
removing disposition guide cards. The use of colored labels to distingu ish ,
"locator" guide cards from "disposition" guide cards has also been ,
recommended. Because locator guide cards are not required for separate 
series of records and since AF Form 82 differs in color, size, and fOl'mat 
from "locator" labels, ability to distinguish betweec. them nresents :10 
problem. " 

• 
Figure 10, ,,,FM 181-4, shows guide cards with the words "File 

,)isposition Control" at the top. It is very p!'(.hhble that this illustration 
is responsible for much of the confusion discusser. above. Figure 10 was 
intended only to illustrate the positioning of AF Form 82 to facilitate block 
,jsposition of the records ,to which they relate. The ft,,'ure will be re :,sed 
,n the next change to AFM 181-4. 

OPINION POLLS AND SIl'HVEYS 

Almost anyone these days is apt to be stopped on the street by a pollster (,:' :'e~eive 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. ',hey ShOUld 'lOt give answers whi,h can be mi't1sed. Thoughtless compliance with 
requests from unapproved 30urees could result in embarrassment to the individual or even c;;::sz 
ha,':,~ to the interests of the United States. As in all communications, personnel must b~ C\ :' 

alert to the need to safeguard classified information. If in doubt, they should check with ,:',il' 
commandel' or other responsible AF official. Each AF member should bear in mind the' ' 
bilitl' that small bits of apparently harmless information could be amassed into an itrc,.l 
would be ..ctrimental. 

Using similar techni(]ues, interpretations can be worked up to imply that the Ai: _: " 
does or does not favor a commercial product or manufacturer or to impute other attitude, .. , Ie. 

opinions. This can be done even though the responses are purportedly anonymous (see messag~ 
606/62, 28 Feb 62). 

MESSAGE PREPARATWl\; ., 

• 
Message address for Hq USAF is CSAF, as shown in A F':I', ~ 1-4. Recent change F , 

, 0-2 is in error. The downgrading declassification group abbl'~viation shown in Atel' 'j _ 
, 0-2E, as Gp-4 is in accord with paragraph 32c, AFR 205-1, and with a forthcomin~ ,'ev,,, .. _. 
jf AFR 205-2 which \\'ili .,ubstitute "Gp" for "SCP." 

7,. 
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