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CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 5 WASHINGTON, DC, 15 August 1977 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF LEGAL AND 
INFORMATION FUNCTIONAL FILES 

Effective 1 January1978 

This change rescinds file number 405-03; modifies and/or changes the 
disposition of file numbers 405-04, 410-01, 411-03 and 411-05; and 
provides for general updating. 

AR 340-18-4, 14 August 1969, is changed as follows: 

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

Remove pages Insert pages 

13 and 14-------------------------------------------------------- 13 and 14 
25 through 28---------------------------------------------------- 25 through 28 

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

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

By Order of the Secretary of the Army: 

BERNARD W. ROGERS 
General, United States Army 

Official: Chief of Staff 

PAUL T. SMITH 
Major General, United States Army 

The Adjutant General 

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

Form 12-9A requirements for AR, Maintenance and Disposition of Legal and 
Information Functional Files-C. 

TAGO 339A-August 240-475--77 
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02 

CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 2 WASmHINGTON, DC, 10 September 1974 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF LEGAL AND

INFORMATION FUNCTIONAL FILES


Effective 1 January1975 

This change amends the note to File Number 404-05; revises the disposi­
tion of File Numbers 404-04, 404-05, and 405-02; rescinds File Number 
405-43; and provides general updating. 

AR 340-18S-4, 14 August 1969, is changed as follows: 
1. Changed material is indicated by a star. 
2. Remove old pages and insert new pages as indicated below: 

Remove pages 	 Isert pages 
1 and 2 ---- 1 and 2 
11 through 14- 11 through 14 
A-1 through A-4 ----­
Authentication Authentication 

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

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

By 	Order of the Secretary of the Army: 

FRED C. WEYA•ND 
General, United States Army 

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

The Adjutant General


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

Form 12-9A requirements for AR, Maintenance and Disposition of Legal and 
Information Functional Files--C (Qty Rqr Block No. 243) 

TAGO 138A-September 580-4670-74 
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CHANGE HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 1 WASHINGTON, DC, 31 July 1973 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF LEGAL AND IN­
FORMATION FUNCTIONAL FILES 

Effective 1 January 1974 

This change reduces the retention period of some file numbers in the 403 
subfunctionalfiles category. 

AR 340-18-4, 14 August 1969, is changed as follows: 
1. Changed material is indicated by a star. 
2. Remove old pages and insert new pages as indicated below: 

Remove pages 	 Insert pages 

7 through 10 ..............................-----------------------------------------. 7 through 10

27 and 28 ............------------------------------------------- 27 and 28

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


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

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

By 	Order of the Secretary of the Army: 

CREIGHTON W. ABRA-MS 
General, United States Army 

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

The Adjutant General


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

Form 12-9A requirements for AR, Maintenance and Disposition of Legal and 
Information Functional Files-C (Qty rqr block no. 243). 

TAGO 51A-July 540-465--73 
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*AR 340-18-4 

ARtY REGULATION HEADQUARTERS 
DEPARTMENT OF THE ARMY 

No. 340-18-4 WAsmxrGTO•, DC, 14. August3 1969 

OFFICE MANAGEMENT 

MAINTENANCE AND DISPOSITION OF LEGAL AND 
INFORMATION FUNCTIONAL FILES 

Effective 1 January 1970 

Local supplementationof this regulationis prohibitedexcept upon 
approval of the Adjutant General 

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

b. Offices responsible for legal and information functions will use this 
regulation to identify, maintain, and dispose of records documenting these 
functions. The identification, maintenance, and disposition of records of this 
nature maintained by other offices are governed by AR 340-18-1 and/or the 
Army regulation in the 340-18 series pertaining to the function of that office. 
2. Related regulations. AR 340-18-1 contains basic procedures to be used 
with the Army Functional Files System and the file numbers, descriptions, 
and retention periods for Office Housekleeping Files. File numbers, descrip­
tions, and retention periods for files relating to major categories of records 
documenting mission functions are contained in Army Regulations 340-18-2 

S.through 	 340-18-15 which are distributed only to the organizations performing 
the functions concerned. 
*3. Scope. Under the Army Functional Files System, files relating to the 
major functional category of Legal and Information services have been assigned 
the basic file number 400. This regulation contains file numbers, descriptions, 
and retention periods for files relating to legal, congressional and legislative 
liaison, and public and command information activities performed by the Army. 
Common mission files are described in this regulation under file numbers 401-01 
through 401-08. Other mission files are grouped into 12 subfunctional categories, 
as follows: 

*This regulation, together with AR 340-18-1, AR 340-18-2, AR 340-18-3, AR 340-18-5, 
AR 340-18-6, AR 340-18-7, AR 340-1.8-8, AR-340-18-9, AR 340-18-10, AR 340-18-11, ARl 
340-18-12, AR 340-18-13, AR 340-18-14, and AR 340-18-15, all dated 14 August 1969 supersedes 
AR 345-210, 31 October 1962, including all changes. 
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Subfundienalcategoryt 
fik No. 

402

403

404

405

406

407

408


409

410

411

412

413


Subfundional category file Wttl PageNo.


General legal fies---------------------------------------------­ ................................................ 6

Claim investigating and processing files----------------------------­ .............................-- 8

Court-martial files...---------------------------------------------............................................ 12

Foreign jurisdiction files---------------------------------------­ ........................................... 14

Patent, copyright, trademark, and proprietary files................... 15.

Patent, copyright, and trademark soliciting files.......... ..........----------------------.
18

Patent, copyright and data license proffers, infringement claims and liti­


gation files ------------------------------------------------­ ..................................................... 20

Patent, data, and related aspects of procurement files----------------­ ................. 23

Litigation files ......................................------------------------------------------------ 25

Legislative and congressional liaison files ...........................---------------------------- 27

Information services files.......................................... 29

Command information files........................................ 32
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i August 1969 AR 340-18-4 

.. 401 COMMON MISSION FILES

........ 1. Common mission files may accumulate in any office to document the per­


formance of its assigned legal or information activities. However, all the

common mission files seldom will accumulate in a single office.


2. Abbreviated titles have been used to identify these common mission ...................

files. The abbreviated titles alone will not be used for labeling files. Abbre- ............

viated titles will be preceded by a title prefix that describes the records to

be filed. For example: 401-01 Legal Instruction Files; 401-02 Legislative


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


Administrative Files; 401-07 Information Reference Paper Files. . 
................ . . •
...... "... 
..................... ..


lieiNoe. Des8cription Diusposition
401-01 Instruction Files. Documents related to preparing A.Offices of HQ Department of the Army, offices ........................


coordinating, issuing, and interpreting directives, of major m.i &&w commandSlM9- ,•.......................


regulatory instructions, and comparable instruc- 40"0, and elements in a combat zone or

tional material. These files accumulate in offices designated as a combat support element in a

responsible for preparation and interpretation of - combat zone (as defined by AR 310-25): Per­


................. . .,
instructions and include coordinating actions, manent. Cut off annually or on supersession or

' - udies, .nterpretatidns, and published record cop- obsolescence, as reference needs require.


/ies of instructions, such as regulations, supple- J.Other offices: Destroy when supersede so­ .........................


I- ments, memorandums, circiulars, pamphlets, and lete, or no longer needed for referen , which-

bulletins; SOPs or "-similar issuances; messages ever is first. ­


used for expeditious interim changes to instruc- 7

tions; technical newsletters or comparable media 1-(.r7 - *-•-, •s ,

used to forward semi-official and authoritative in- - eq ' S ........
L...........I 


structions; and official training materials. 

.-.....401-02 Administrative Files. Documents relating to the Destroy after 2 years or on discontinuance, 
overall or general routine administration of legal whichever is first. However, Documents in the 

--.-- -- and information activities, but exclusive of spe- cut off file that require additional action or 
cific files described in this regulation. These files relate to reopened cases should be brought 
include, but are not limited to- forward for filing in the current file. 

a. Routine comments on regulations, directives, 
or other publications prepared by another office 
with primary responsibility. If comments result in 
additional action affecting the mission or function 
of the office, documents should be filed with the Ii......... 
appropriate mission functional files. 

u....b. Evaluations of suggestions that do not result $................... 


in issuing an instruction or establishing a project. 
c. Program and budget documents, management 

improvement reports, cost reduction reports, and ...............
comparable management reports prepared to sub-

i .............. v.......
mit data to offices responsible for these manage­

ment functions.


d. Extracts of IG, GAO, AAA, or comparable 
I. ... WIVreports of inspections, surveys, or audits that per-. 

• .. ............. ..• 

tain to the operation of the mission or function. 
........................


e. Documents relating generally to the applica­

tion of ADPS and PCM operations within the

functional area relating to legal and information

activities.


f. Comments on, or contributions to, news re­
leases-or other media furnished to information of­
ficers to publicize and promote the mission or 
fi- ctions. ....................... 

AGO 5525A ................ I.......
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1 340-18-4 14 August 1969


ile No. Description Disposition 

401-03 Agreement files. Documents relating to agreements Office requesting support and office providing

between elements of the Army, between the Army support: Agreements involving transfer of

and other military services or Federal agencies, or personnel spaces and materiel will be de- .....


between the Army and other non-federal organiza- stroyed 6 years after supersession, cancella­

tions or agencies; but not with foreign countries. tion, or termination of the agreement.. ................

These agreements are negotiated to provide for Agreements not involved in transfer of person-

continued understanding between recognized or- nel spaces and materiel will be destroyed 3

ganizations and the Army for the purpose of years after supersession, cancellation, or ter­

providing or obtaining various types of support mination of the agreement.

services. The services include logistic, medical, Reviewing offices: Destroy 1 year after super-

administrative, fire protection, facilities, payroll, session, cancellation, or termination of the

and similar support on a one-time or continuing agreement. Earlier destruction is authorized.

basis; and on a reimbursable or ronreimbursable

basis. Included are agreements, agreement cheek-

lists, amendments,-review comments, related corre-
 ...


spondence, and similar documents. - . 
:".Y -;•• -:-'Z• " ° . .... :.. .,:: : : . . . ...... "........,.-.....
: :-. 

401-04 Orientation and briefing files. Documents in orienta- Destroy on supersession or obsolescence. ...................

tions and briefings given to visitors and newly as- .............

signed individuals about the mission, functions, A1) E)eme" 1 J-9 A,/TtOe c. .L

and physical layout of an office. Included are pho­
tographs, transparencies or vugraphs, copies of '­
specially prepared handouts, and related or simi- -. LP.XV4.A. 
lar documents.. . . 

401-05 Committee files. Documents relating to establishing, A Office of committee chairman or secretariat,
roperating,and dissolving committees 
which consi- whichever is designated office of record, andC 
der, advise, take action, and report on specifically offices of members of international committees ,

S assigned functions. They include joint, interde- in which a foreign government is office of re­

- 114,1-% 4 partmental, and international committees in which cord: Per-msanen 4.- Cut off when no longer
,J .. the Department of the Army participates; as well needed for current operations. -O0 

] C) •]7 as committees within all echelons and elements of BOffices of other commrittee members: Testro• • . 

6 Z 
S the Army. Included are proposals, approvals, and when no longer needed for current operations. 

disapprovals to establish the committee; charters, 
- kj nte~rms of reference, and comments on them; direc- ACr-) hA d t~eC0tUMA 

- tives establishing, changing, continuing, or dis-IJ.. ,,-, ,. . 
L/ )7pYsolving the committee; .documents nominating, ap- . . 

proving, appointing, and relieving committee cwut.l t -s f.45csVd 
members; notices, agenda, minutes, and reports of 

...................
committee meetings; and related documents. 

401-06 Staff visit files. Documents relating to scheduled or Office performing visit: Destroy 1 year after ...................

special visits (but not inspections, surveys, or au- completion of next comparable visit or on 
dits) for the purpose of performing staff or tech- completion of related study.r 

nical supervision or for conducting studies. This Office visited: Destroy after 2 years, except files ..........---­
description is not applicable to visits made in con- relating to recurring staff visits will be de­
nection with a specific process or case which stroyed on-completion of the next visit. 
should be filed with documentation of the case or 
process. Included are requests for permission to 
visit, reports of visit, recommendations, and other 
directly related documents. " 

401-07 Reference paper files. Documents used to facilitate,

control, or supervise the performance of a specific

function, process, or action-as distinguished

from those official records necessary for document- ....................

ing performance of a function, process, or action .....................

Although accumulated reference papers may re- ....... I..... 
late to varied subjects and functions, they should 

.................................
AGO ...................................

. .................................
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14 August 1969 

File No. Dcscripl ion 

bear a title relating them to the functions, sub-
function, process, or action they are used with. 
Reference paper files consist of the following 
types of documents: 

a. Notes, drafts, feeder reports, news clippings, 
similar working papers, and other materials accu­
mulated for preparation of a communication, a 
study, an investigation, a survey, an inspection, or 
other action. This description does not include of­
ficial and quasi-official recommendations, coordi­
nating actions, and other documents which con­
tribute to or result from preparation of the com­
munication or other record. 

b. Cards, listings, indexes, and similar docu­
ments used for facilitating and controlling work. 

c. Copies of technical documents, intelligence 
documents, emergency plans, mobilization plans, 
and similar reproduced materials that do not fall 
within the description for reference publications 
files. 

d. Documents received for general information 
purposes that require no action and are not re­
quired for documentation of specific functions. 

e. Extra copies of documents maintained by ac. 
tion officers that reflect actions taken by the ac­
tion officer. Such files should not be established un­
less absolutely necessary. 

f. Copies of documents accumulated by supervi­
sory offices, such as chiefs of directorates, divi­
sions, branches, or separate offices. These docu­
ments duplicate the record copy filed elsewhere in 
lower echelon offices of the same organizational 
element which is responsible for performing the 
action, process, or function. Such files should be 
established only when necessary, not in each office 
of the same organizational element. 

401-08 Unidentified files. Records relating to the perform­
ance of legal and information activities that are 
not described in this regulation. 

. AR 340-18-4 

Dispoeition 

Cut off on completion of the communication, 
study, survey report, or other action. Destroy 
in blocks after an additional 3 months, 6 
months, or 1 year. Earlier destruction is au­
thorized. 

Destroy when no longer needed to facilitate or 
control work. 

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

Destroy after 1 year. Earlier destruction is au­
thorized. 

Destroy after 1 year. Earlier destruction is au­
thorized. 

Destroy after 1 year. However, documents in 
the active file that require additional action 
or relate to reopened cases should be brought 
forward for filing in the current file. Earlier 
destruction is authorized. 

Permanent. Cut off annually, or on completion 
of the project, event, or other applicable ac­
tion. 

AGO 5525A 
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AR 340-18-4	 14 August 1969 

402 GENERAL LEGAL FILES 
These files relate to legal opinions, surety bonds, legal assistance mat­

ters, employment and financial interest statements, and delivery to civil au­
thorities. 

File No. I . Description	 Disposition 

402-01 Legal opinion precedent files. Documents reflecting Offices of the Ariny staff and headquarters of 
legal opinions concerned with interpretations of major commafids:'Permanent cut off on obso­
statutes, laws, regulations, investigations, and lescence or discontinu`anic6. 
similar legal matters, but exclusive of documents Other offices: Destroy on obsolescence or discon­
relating to a specific claim, investigation, or case. tinuance. NAI- ,AU.- 77- /I/
The excluded documents will be disposed of with 
the claim, investigation, or case file to which they 
pertain. 

402-02 Surety bond review files. Cards relating to the re- Destroy 7 years after last entry on card.

view of surety bonds to insure legal sufficiency.


402-03 Surety power of attorney files. Documents reflecting Destroy 5 years after terroination of power of 
the appointment of. individuals as attorneys-in- attorney. 
fact by surety companies. authorizing them to exe­
cute surety obligations. 

402-04 Delivery to civil authorities files. Documents relating Destroy after 2 years or on final disposition of 
to the delivery of members of the Armed Forces the matter, whichever is first. 

S(accused of crimes) to civil authorities for trial.

Included are copies of requests, indictments, pre­

sentments, information, or warrants; agreements

to return members to military control; denials

with reasons therefor; and related papers.


402-05 Employment and financial interest statement files. Destroy 6 years after sonaration,. retirement, 
Documents reflecting Government emoloyment, reassignment, or death of the individual. 
private employment, and financial interest of civil­
ian employees and military nersonnel required to 
file such statements under the provisions of AR 
600-50. Included are stataments of employment 
and financial interests, supnlementary statements, 
reports of change, review comments, and related 
papers. 

402-06 Legal assistance case files. Documents pertaining to Offices of the Army staff and headquarters of 
personnal legal matters of military Personnel or major commands: Destroy 6 months after 
their dependents. Includod are corresnondence, completion of the case. 
memorandums, and opinions of leeal assistance of- Other offices: Destroy 1 year after completion 
ficers.	 of the case, exceTt that selected ooinions and 

memorandums withdrawn for use as prece­
dents may be held until no longer required for 
reference. 

402-07 Legal assistance interview record files. Documents Destroy after 1 year. 
containing personal data concerning each person 
given legal assistanre. the attorney consulted, a 
summary of the problems considered, advice ren­
dered, and referrals made. 

402-08 Legal assistance operation files. Documents relating 
to the general conduct and operation of the system 
for furnishing legal advice and assistance to mili­
tary personnel and their dependents, but exclusive emAGO 525A 

AGO 5525A 
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31 July 1973 
4 C 1, AR 340-18-1 

YIk No. Description DLsposUion

of directives or regulatory instructions which will be

maintained and disposed of as instruction files.


402-09 Legal assistance reporting files. Documents containing TJAGO: Destroy after 2 years, except that con-
statistical data concerning special categories of legal solidaticns and summaries are permanent. 
assistance and methods rendering such assistance. Other offices: Destroy after 2 years. 
Included are copies of reports, consolidations and 
summaries, and related papers. 

K4... 

'AGO 51A 
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403 CLAIM INVESTIGATING AND PROCESSING FILES 

*1. These files relate to the investigation of accidents or incidents which may 
result in claims in favor of or against the Government, and the subsequent 
processing and settlement of claims. They are accumulated pursuant to AR 
27-20, AR 27-37, AR 27-38, and AR 65-1. 

*2. Procedural directives governing claims do not provide for the preparation 
and retention of file copies by elements of the Army Field Command (except 
locally settled medical and property damage claims in favor of the Govermnent, 
and claims under Article 139, Uniform Code of Military Justice). Copies of 
claim files forwarded to the US Army Claims Service, Fort George G. Meade, 
MIaryland 20755, normally will not be maintained. Claim files will be forwarded 
to the US Army Claims Service in accordance with paragraph 2-43c, All 27-20. 
Copy number 5, I)A Formn 3, will be placed on top of the file and file contents 
placed in a manila folder. If necessary, inquiries regarding forwarded claims 
may be transmitted to the US Army Claims Service for reply. When additional 
information on a forwarded claim is required by an element of the Army Field 
Command, the US Army Claims Service will return the claim file, or pertinent 
part thereof. 

*3. A "master claim file" should be prepared when a number of claims may 
result from a single incident or disaster. The "master claim file" will be identi­
fied as such by entering "Master Claim File" to the center of the manila folder 
containing the master file. The master file will contain the complete report 
of investigation, all exhibits and a listing of all co-claimants and possible 
claimants. Co-claimant files need only refer to the "master claim file" and in­
clude only those documnents pertaining to the particular co-claimant not 
contained in the "master claim file." 

File No. 

403-01 
Description 

Claim operating policy files. Record copies of policy books 
and standing operating procedures on the handling of 
claims. 

403-02 Claim journal and index files. Documents used for record­
ing pertinent information on each event relating to an 
actual or possible claim, and cross-indexes of incidents 
entered in the claims journal. 

403-03 Claim reporting files. Documents containing statistical 
and fiscal data concerning the filing, processing, and 
administrative settlement of claims. Included are copies 
of reports retained by reporting offices, report consoli­
dations and summaries prepared or retained by TJAGO, 
and papers directly related to the reports. 

Dispositien 
Permanent. Retire on supersession, obsolescence, 

or discontinuance. 

TJAGO: Permanent. Cut off in 5 years blocks. 
Offlices of claims officers and judge advocates 

responsible for administering the claims: 
Destroy after 10 years in CFA. 

Other offices: Destroy after 5 years. 

TJAGO: Destroy after 2 years, except that con­
solidations and summaries are permanent. 

Other offices: Destroy after 2 years. 

'U
403-04 Claim investigation reporting files. Documents reflecting4Reports relating to possible_claimns against the 

the results of investigation of accidents and incidents Government: Destroy after 10 years. Cut off

which could but do not result in the filing of a claim, on expiration of the pertinent statutory period

Included are investigation reports, marine casualty in- for filing a claim.

vestigation reports, statements of witnesses, and relateX9lleports relating to possible claims in favor of /

papers. 	 the Government on which no claim exists: 

Destroy after 10 years. 

TAGO 51A 

N 

8 



31 July 1973 C 1, AR 340-18-4 

File No. Description 
403-05 Personal property claim files. Case files relating to claims 

against the Government b)y members of the Army and 
the Army National Guard and by civilian employees 
of the Army and the Department of Defense for damage, 
loss, or destruction of personal property incident to 
their service. 

403-06 Tort claim files. Case files relating to tort claims against 
the,Army for damage, loss, or destruction of property, 
and for personal injury or death resulting from negli­
gence or wrongful acts or omission of acts by military 
personnel and civilian employees. 

403-07 Noncombat activity claim files. Case files relating to 
claims against the Government for death and personal 
injury, or for damage, loss, or destruction of personal 
and real property caused by Army and Army National 
Guard military personnel and civilian employees in­
volved in noncombat activities. 

403-08 Nonscope of employment claim files. Case files relating 
to claims against the Government not cognizable under 
any other provision of law, and settled under the act 
of 9 October 1962 (76 Stat. 767), for damage to, or loss 
of property, or personal injury or death caused by a 
member of the Army or a civilian employee of the 
Army, which arose on and after 9 October 1962 in­
cident to the use of a vehicle of the United States at 
any place, or any other property of the United States 
on a Government installation. 

403-09 Industrial personnel security review claim files. Docu­
ments relating to claims against the US Government 
by industrial personnel for loss of earnings which re­
sulted from unjustified suspension, revocation, or denial 
of security information access authorization. These files 
are maintained by the Department of the Army for the 
Department of Defense. 

403-10 Nonappropriated fund claim files. Case files relating to 
claims against nonappropriated fund activities for dam­
age, loss, or destruction of property and personal in­
jury or death. 

403-11 Foreign claim files. Case files relating to claims against 
the United States by inhabitants of a foreign country 
or by a foreign government or a political subdivision 
thereof for damage, loss, or destruction of private prop­
erty, or for personal injury or death caused by Army 
military personnel or civilian employees stationed in 
the country concerned. 

403-12 Local foreign claim files. Case files relating to claims 
arising in foreign countries for death or personnel 
injury; damage, loss, or destruction of public or 
personal property; or in connection with provisions 
of contracts, leases, or other instruments. They are 
limited to those claims which cannot be settled under 
provisions of Army regulations and which must, there­
fore, be settled under local laws, regulations, or agree­
ments. 

TAGO 51A 
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File No. Deicription 

403-13 NATO claim files. Case files relating to claims for damage, 
loss, or destruction of real and personal property or for 
death or personal injury caused by NATO foreign 
nationals in the United States or its territories. (Claims 
against US Forces stationed in NATO countries are 
settled by and under the laws of the country concerned.) 

403-14 Maritime claim files. Case files relating to claims in 
favor of or against the Army for salvage or towage of 
maritime property; damage, loss, or destruction of 
property; and personal injury or death. 

403-15 Navigable waterway violation files. Case files pertaining 
to US claims against private individuals or companies 
arising from violations of sections 9 through 15, River 
and Harbor Act of 3 March 1889 and the Oil Pollution 
Act of 1924. Included are reports of accidental damage 
by private vessels to navigation structures, investiga­
tion reports, notices to violators, actions taken to im­
pose penalties, reimbursement papers, collection 
vouchers, and related papers. 

Note. Unsettled claims resulting in litigation will be 
filed and disposed of with the pertinent litigation file. 

403-16 Army property damage claim files. Case files relating to 
claims in favor of the Army for damage, loss, or destruc-
tion of Army property. 

403-17 Medical expense claim files. Case files relating to claims 
in favor of the Army for the cost of medical care fur 
nished authorized individuals for injuries or disease 
caused by wrongful or negligent acts or omissions o 
third parties. 

31 July 1973 
7i 

Di8position

*D )estroy 10 years after final action on the case.


*D estroy 10 years after final action on the case. 

Desttroy 6 years after settlement of the case or 
re moval of obstruction, as applicable. 

*T. JAGO: Collected claims: Destroy 10 years 
after final action on the case. Uncollected 
cl aims: Destroy 10 years after completion of 
lit igation or determination that the ease will

no t be prosecuted.


*Ot' ther offices: Destroy cases settled locally 5 
Ye"ars after final action on the case. 

*TJ JAGO: Collected claims: Destroy' 10 years
aftter final settlemetl. Uncollected claims: 
D estroy 10 years after completion of litigation 
or Sdetermination that the case will not. he 

*Ot 
ye 

/ 
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MhA. Dcription Disposition 

403-18 Article 139 claim files. Case files relating to claims Destroy after 10 years. 
against military personnel under Article 139 of the 
Uniform Code of Military Justice. These claims arise 
from riotous, violent, or disorderly conduct which 
results in damnage to or loss of private property. 

403-19 Contract adjustment and claim determination files. Destroy 10 years after final determination or 
Documents reflecting recommendations or determi­ settlement. 
nations on adjustment of contracts under Public 
Law 85-804 and on contract claims asserted by a 
contractor against the Government or by the Gov­
ernment against a contractor. They also accumu­
late in reporting contractor bankruptcies so that, if 
appropriate, claims in favor of or againrst the bank­
ruptcy can be asserted. Included are copies of con­
tractor claims and adjustment requests, contractual 
documents, documents containing justification or 
support for the claim or adjustment request; determi­
nations; recommendations; memiorandums of law; 
coordinating actions; bankruptcy reports; and 
related documents. 

Note 1. To the extent practical, documents de­
scribed above should be filed with and disposed of 
with the related contract file. 

Note 1. When bankruptcies and contract claims 
and adjustments result in litigation, the files de­
scribed above will be filed and disposed of with the 
pertinent litigation file. 

403-20 Agency claim files. Copies of case files or components Destroy after 10 years. 
thereof which are retained by Department of the 
Army staff agencies, certain major commands, and 
engineer divisions which relate to claims arising at 
subordinate installations. 

TAGO 139A 11 
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404 COURT-MARTIAL FILES ( 
These files relate to development of procedures for and the administration 

of military justice, and the trial by court-martial of military personnel subject 
to the court-martial jurisdiction of the Army. 

FiletNto. Decription 

404--1Ol Court-martial operating policy files. Record copies of 

policy books and standing operating procedures 

1. //7/ relating to the conduct of general, special, and sum­
mary courts-martial. 

404-02 General court-martial files. Trial records of general 

courts-martial, military commissions, and courts 

of inquiry. They originate at the various court-
martial jurisdictions in the continental United 
States and oversea commands. Included are origi­
nal records of the trial which are forwarded to The 
Judge Advocate General as prescribed in the Manual 
for Courts-Martial, United States, 1969; copies of 
charge sheets and related papers; reviews by staff 
.judge advocates; court-martial orders; decisions of 
appellate agencies; and similar papers retained by 
the court-martial jurisdiction. 

404-03 Special court-martial files (BCD). Trial records of 
special courts-martial involving bad conduct dis­
charges, whether or not suspended, which have been 
approved by the officer exercising general court-
martial jurisdiction over the command. Included are 
original records of the trial which are forwarded to 
The Judge Advocate General as prescribed in the 
Mianual for Courts-Martial, United States, 1969; 
copies of charge sheets and related papers; reviews by 
staff judge advocates; court-martial orders; decisions 
of appellate agencies; and similar papers retained by 
court-martial jurisdictions and convening auithorities. 

404-04 Special court-martial files. Trial records of special 
courts-martial, but exclusive of special courts-martial 
involving bad conduct discharges referred to in file 
No. 404-03. Included are individual case files of the 
formal record of trial, including special court-martial 
records, attachments thereto, reports of action taken, 
and similar papers retained by the officer exercising 
immediate general court-martial jurisdiction over the 
command, as provided in paragraphs 91b(2) and 
94(b), MCM 1969. Also included are copies of charge 
sheets and related papers, correspondence from the 

It 

At 

Disposiaion 
Permanent. Retire on qupersession, . obsolescence 

or discontinuance. r -'4cL 4§.. 10 ' 

TJAGO: P. Retire 2v years after com­
pletion of appellate;processing. 

Office of Staff Judge Advocate of general court-
martial jurisdiction: Destroy retained copy of 
record of trial and related papers upon notifi- Ir 
cation of completion of final action in OTJAG, 
except when case has been forwarded to Court 
of Military Appeals for action and accused has 
been retained in the general court-martial 
jurisdiction, destruction will be accomplished 
upon notification of final action by Court of 
Military Appeals. Prior to destruction, the staff I
judge advocate review, court-martial orders, and I
decisions of appellate agencies will be withdrawn

and retained in CFA for 3 years and then ¶

destroyed. .


TJAGO: RP-eite t. Retire 2 years after comple­
tion of appellate processing. p

Office of Staff Judge Advocate of general court- i 

Smartial jurisdiction and special court-martial

convening authorities: Destroy retained copy of >4


record of trial and related papers upon notifica­

tion of completion of final action in OTJAG, ex­

cept when case has been forwarded to Court of

Military Appeals for action and accused has been

retained in the general court-martial jurisdiction,

destruction will be accomplished upon notifica­

tion of final action by Military Court of Appeals.

Prior to destruction, the staff judge advocate

review, court-nmartial orders, and decisions of ap­

pellate agencies will be withdrawn and retained in

CFA for 3 years and then destroyed.


*Office of the Staff Judge Advocate of the general

court-martial jurisdiction: Destroy 10 years after-.

final action by supervisory authoriti- The appro­

priate rccoqds centpi for retirement of these files

is the NItional PLersonnel Records Center, 111

Winnebago Strect, St. Louis, 1MO63118.


Office of special court-martial convening authority:

Destroy 1 year after notice of final action by the

supervisory authority.
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FileAo. Description 	 Di.sposition 
officer exercising i,unediate general court-martial jurisdiction

over the command, court-martial orders (the originals of which

have been transferred to the officer exercising general court-

martial jurisdictioni), and similar papers retained by special

court-martial convening authorities.


404-05 Summary court-martial files. Trial records of summary courts- Office of the Staff Judge Advocate of the 
martial. Included are individual case files of the formal record of general court-martial jurisdiction: De-
the trial, including the summary court-martial records, attach- stroy 10 years after final action by 

ments thereto, and reports of action taken. .	 supervisory authority. The apprb­
priate records center for retirement of 
these files is the National Personnel 
Records Center, 111 Winnebago 
Street, St. Louis, 1MO6311S. 

SNote. For disposition of copies of records of trial by summary Office of summary court-martial con-
courts-martial with notations of action taken by supervisory vening authority: Destroy 1 year after 
authority, see chapter 2, AR 27-10, and for disposition of copies notice of final action by the super-
retained in unit. files pursuant to paragraph 91c, MCM 1969, see visory authority.A 
AR 640-10 (field 201 files, temporary documents). aCz^- ,- s6,ý) O " 

404-06 Court-martial locator files. Documents used as locator aids or con TJAGO: Permanent.4 Retire when no 
trols to court-martial cases which are to be tried or which hav/ 1lonmer need,ed for current. ertions. 

been tried by summary, special, or general court-martial. -n- Other offices: Destroy after 3 years or 3
( / r eluded are index cards, registers, or similar papers. years after completion of the court­

- , - martial case to which they pertain, as


S-- applicable. Retain in CQFA. 

404-07 Court-martial statistical files. Documents relating to the prepara- JAGO: Permanent.-04-e .A•,z 20 'V 
tion and compilation of statistical data on cases processed by Offices of staff judge advocates at Ten-

military courts. Included are reports of summary and special cral court-martial jurisdictions: Dc­

court-martial cases prepared by staff judge advocates at general stroy after 5 years. Retain in CFA.

court-martial jurisdictions (based on records of trial by summary Other offices: Destroy after 1 year.

and special courts-martial received from convening authorities),

related statistical data prepared by TJAGO, and similar papers.


404-08 Not used. 
404-09 Petitions Under Article 73, UCMJ. Documents relating to petitions 1)Destroy 10 years after final action. 

for new trial in general, special, or summary court-martial cases. 
Included are petitions, memorandum opinion, records of TJAG 
action, court-martial orders, and similar or related documents. 

404-10 Applications Under Article 69, UCMJ. Documents relating to ap- Destroy 10 years after final action. 
plications for relief from conviction by general court-martial (not

reviewable under Article G66),special court-martial (not review­

able under Article 66), or summary court-martial. Included are

applications, memorandum opinion, records of TJAG action,

court-martial orders, and similar or related documents.


ri 
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405 FOREIGN JURISDICTION FILES C,
These files accumulate as a result of procedures developed to protect, 

to the maximum extent possible, the rights of Army military and civilian 
personnel who are subject to criminal trial by foreign courts and imprisonment 
in foreign prisons. 

File N"o. Description 

405-01 Country law study files. Documents relating to the preparation of 
studies reflecting an examination of the substantive and pro­
cedural criminal laws of each foreign country in which regularly 
stationed United States military forces are subject to the crim­
inal jurisdiction of foreign authorities and comparisons thereof 
with procedural safeguards of a fair trial in the United States. 

405-02 Foreign jurisdiction case files. Documents relating to civil or crim­
in-at-trial-and -confTh•ement of individuals subject to the court-
martial jurisdiction of the Army by foreign courts or foreign 
administrative agencies. Included are individual case reports on 
the exercise of criminal jurisdiction by foreign tribunals, trial 
observer reports, requests or provision of counsel, records of 
trials, requests for local authorities to refrain from exercising 
their criminal jurisdiction, and communications with staff judge 
advocates, DA, diplomatic missions and other organizations. 

405-03 Not Used. 

405-04 Foreign jurisdiction reporting files. Documents reporting informa­
tion relating to the exercise of criminal jurisdiction by foreign 
courts over United States Army personnel. Included are sum­
mary reports on the exercise of foreign jurisdiction; commanders 
evaluating reports on the effect of local jurisdiction on the 
accomplishment of their missions; reports on the number of cases 
in which funds were expended and total expenditures for pay­
ment of counsel fees, provision of bail, court costs, and other 
expenses; reports concerning personnel who are confined in 
foreign penal institutions; report of results of visits to confined 
personnel and action taken thereon; papers relating to the re­
ports; and similar reports prepared by field activities. Also 
included are consolidations and summaries of the above reports, 
reports reflecting lists and summaries of the most important 
cases pending, and similar reports or consolidations prepared by 
TJAGO. 

Disposition 

Offices of officers designated as "Com­
manding Officer" for each country 
concerned: Permanent. Retire on 
supersession or obsolescence. 

Other offices: Destroy on supersession or 
when no longer needed for reference. 

EM : Destroy after 30 years. Cut

off annually following acquittal, fine,

reprimand, dropping of charges, or on

completion of sentence, as applicable.


(ther oefflý. Botrcy,ftr c..rs. 
Retain for 3 years in CFA. d'"/ -7 5, " 

*TJAGO: (a) Consolidationsand Sum­
maries: Permanent. (b) Feeder Re­
ports: Destroy on extraction and/or 
consolidation of the data contained 
therein. 

Other offices: Destroy 3 years after 
completion of the next report. / 

tot 
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.1 
-~ -.1 

File No. 

406-01 

406-02 
A_.• 

.A Cj( 

406 PATENT, COPYRIGHT, TRADEMARK, AND PROPRIETARY 
DATA FILES 

These files relate to certain general patent, copyright, trademark, pro­
prietary data and related intellectual property activities; and the licens­
ing, and assignment of such right by or for the Government. They are 
accumulated by Patents Division, OTJAG, DA, and patent activities of DA 
staff agencies, major and intermediate commands, installations and acti­
vities. 

Description 

Intellectual property opinion files. Documents relating 
to interpreting or rendering 'opinions on all mat­
ters relating to invention, patent, copyright, data, 
and other intellectual property rights which are 
not described elsewhere in this section. 

Patent application security review files. Documents 
s9' elating to the security review of patent applica­

*tions, the placing of applications under secrecy, 
the modification of secrecy orders, and the with­
drawing of applications from secrecy pursuant to 

Disposition 

Destroy on supersession or obsolescence. 

7the Invention Secrecy Act, 35 U.S.C. 181-188. 
Note. Files accumulated by the office responsibleCNAf9 

for prosecuting the patent application will be filed 
in the patent application or patented file, as ap­
propriate. 

406-03 Rights in employee invention files. Documents re-1 

lating to the administration of the policy for dis-' 
position of rights in inventions of Government em­
ployees pursuant to E.O. 10096, 23 Jan 50, as 

./ / 	 changed by E.O. 10930, 24 March 1961, or any 
other provision of law or regulation. Included are 
documents relating to appeal or reconsideration of 
agency determinations or decisions of the Commis­
sioner of Patents. 

Note. Documents relating to specific inventions 
which are accumulated by the office originating 
the patented file will be filed in the invention dis­
closure, patent application, or patented file, as ap­
propriate. 

406-04 Foreign patent filing files. Documents relating to 
the filing of foreign patent applications by the 
United States or by another party on behalf of 
the United States wherein the United States has 
or obtains rights in the foreign patent. Included 
are documents generated in the cooperative cross-
filing of foreign patent applications by govern­
ments and issued foreign patent, if any. 

Note. Documents of this category accumulated 
by the office having responsibility for patent pro­
secution of U.S. patent applications will be filed in 
the patent application or patented file, as appro­
priate. 

406-05 Patent and data munition control files. Documents 
relating to legal problems usually involving pat­
ents; technical data, or other proprietary rights 
under Munitions Control. Included are copies of 

Secretary, Armed Services Patent 
Board: Peiana,,a_it. OxvtPaAIl. 
rei ofi-tf se-ccy &rder. 

Other offices: Destroy on persession 
lescence. 

Advisory 
funv.,rg 

or obso-

PC (71 - O 0+-re 

W" /5 SCe_Y*C_C-1 vtge 
jTJAGO and originating office: Destroy after 25 

years. Cut off on expiration of appeal period 
or after receipt of confirmatory license or as-

Ssignments. 
"Other offices: Destroy after 2 years. 

TJAGO: Destroy after 25 years. Cut off an­

nually after patenting or abandonment of for­


eign patent application.

COther offices: Destroy 2 years after completion


of action.


i.j 

Cases involving licenses and technical assistance 
agreements: Destroy after 20 years. 

Other cases: Destroy after 2 years. 
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SNo. Deecription 

foreign licenses or technical assistance agree­
ments, coordinating actions or review comments, 
and directly related papers. 

406-06 Patent license and assignment files. Documents evi­
dencing interests of the Government in or under 
patents or applications for patents procured on 
behalf of the DA, including those required to be 
recorded in the Register of Government Interest 
in Patents and Applications for Patents in the 
United States Patent Office. Included are copies of 
licenses, assignments, other instruments, and let­
ters of transmittal. Not included are documents 
relating to the administration of or operation 
under license agreements and followup programs, 
investigations of license proffers, or negotiations 
of license agreements. 

406-07 Government-owned-patent licensing files. Documents 
relating to the granting of licenses on Govern­
ment-owned patents. Included are requests for li­
censes, coordinating actions, retained copies of the 
licenses, and communications relating to the licen­
sing arrangements. 

Note. Documents of this category accumulated 
by the office originating the patented file will be 
filed in the appropriate patented file. 

-08 Copyright license and assignment files. Documents re­
flecting interests of the Government in or under 
copyrights procured or obtained on behalf of the 
DA whether or not recorded in the office of the 
Register of Copyrights. Included are copies of co­
pyright licenses and assignments, and other in­
struments. 

406-09 Government copyright and trademark license grant 
files. Documents relating to all phases of the 
granting of licenses on Government-owned copy­
rights, trademarks, service marks, and related 
items. Included are requests for information, co­
ordinating actions, copies of license grants, com­
munications, and followup actions taken by the 
Government relating to the licensing arrange­
ments; and documents in which clearances are 
granted, opinions are expressed that licenses are 
not required, or that the use of certain material or 
procedures does not infringe on Government-
regulated rights. 

406-10 Data release files. Documents relating to clearance 
of data (other than motion pictures) with respect 
to copyrights and the Government's rights in the 
data, for limited purposes or as a general release 
but, in either event, not for procurement purposes. 
Included are requests for release or clearance of 
data, coordinating actions, documents containing 
clearances or releases, and related papers. 

14 August 1969 

Dispositi 

TJAGO: Destroy after 25 
years. 

Other offices: Destroy afte 

TJAGO: Destroy after 20. 
Other offices: Destroy afte: 

Destroy after 56 years 
renewed. 

or 

k-­I 

Destroy after 56 years or 
renewed. 

+:A 

Destroy after 20 years. 

) 
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File No. Description, :aposition 

406-11 Popular names clearance files. Documents relating to 
clearance of popular names being considered for 
adoption as designations for Army equipment. 

Destroy after 20 y . 

406-12 Motion picture and television clearance files. Docu­
ments concerning legal clearance of motion pic­
tures, video tapes, and kinescope recordings as to 
copyrights, invasion of privacy and related mat­
ters. 

Destroy after 20 years. 
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407 PATENT, COPYRIGHT, AND TRADEMARK SOLICITING FILES. 

These files relate to invention disclosures submitted by Government 
employees or contractors; review and evaluation'of such disclosures; and 
sequential actions taken to publish the disclosures, obtain a patent, or to 
otherwise dispose of the disclosures in the best interest of the Government. 
They also relate to the registration of copyrights, trademarks, service 
marks, and similar rights by the Government. 

File No. Dcscription 

407-11 Patent docket files. Documents used to control the 
flow of orv•ou•k- on invention disclosures, patent 
applications, patents, and related matters. 

407-02 Invention disclosurA files. Documents relating to 
invention disclosures submitted by Government 
employees and contractors or sources outside the 
Government on which a patent application may be 
filed. Included are invention disclosures, drawings, 
patentability search reports, evaluation reports, 
recommendations for disposal, copies of publica­
tion of disclosures, documents reflecting disposal 
by transfer to another agency, and related corre­
spondence. They do not include disclosures on 
which a contractor will or continues to maintain a 
patent application or has obtained a patent (pat­
ent right followup files). 

Note. When an invention is processed for pat­
enting, the disclosure will be withdrawn and filed 
in the patent application files. The invention dis­
closure file will ultimately include only those dis­
closures on which patent applications were not 
filed. 

407-03 Patent application files. Documents reflecting appli­
cation to the U.S. Patent Office for a patent. In­
cluded are the patent application with the related 
invention disclosure and all amendments, peti­
tions, appeals, interferences, and related corre­
spondence. 

Note. When a patent is issued, the related ap­
plication file will be withdrawn and filed in the 
patented files. This file will, therefore, ultimately 
include only abandoned patent applications with 
related disclosures. 

407-04 Patented files. Documents relating to those cases 
in which a patent was issued but not to inventions 
patented by contractors. Included are the related 
invention disclosure and patent application, and 
other papers relating to the patented invention. 

407-05 Copyright assistance files. Documents relating to 
copyright assistance rendered to Government em­
ployees. Included are applications, prosecution 
documents, and related correspondence. 

Destroy after 25 years. Cut off annually after 
publication or other disposition, or after deci­
sion.not to file a patent application. 

Destroy after 25 years. Cut off annually after 
abandonment. 

Destroy after 25 years. Cut off annually after 
issuance of the patent. 

Destroy after 20 years. 
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File No. Description Disposition 

407-06 Trademark soliciting and opposition files. Docume W 
relating to actions which may or are in ed to 
bar the solicitation, registration, grant of a 
trademark, service mark, t name collective 
mark, or certification , and thus prevent fu-
ture opposition to y use of the mark. Included 
are communi ons with the Trademark Exam­
iner, U.. atent Office, communications with pri­
vate neerns and individuals regarding the use of 

c marks, and related papers. 

Permanent. 

Q & CI 

(
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408 PATENT, COPYRIGHT AND DATA LICENSE PROFFERS, 
INFRINGEMENT CLAIMS AND LITIGATION FILES 

These files relate to proffers of license and potential, alleged, or actual 
infringement or misuse of patent, copyright, or data rights. Specifically, 
they relate to the investigation, processing, and settlement of license prof­
fers and administrative claims pursuant to Section IX, APP and sup­
port furnished the Department of Justice in defense of suits by or against 
the U.S. 

File No. Description Disposition 

408-01 Proffer and infringement claim docket files. Docu- ,Qapti. RN-GIC IuIdiseafbimr"s 
ments used to locate, control, or coordinate indi­

vidual patent license, copyright, or data proffers,

and infringement or misuse claims.


408-02 Government asserted claim files. Documents relating Destroy after 25 years.

to the administrative assertion of claims by the

Government for the improper or unauthorized use

of Government-owned rights in intellectual prop­

erty. Included are claims against indemnitors for

recoupment of patent infringement liabilities and

documents reflecting actions taken to prevent or

stop improper use of Department of the Army or

Government copyrights, trademarks, service

marks, or similar items.


408-03 Infringement allegation files. Documents relating to Destroy after 30 years. Cut off annually after 
allegations of infringement or misuse of patents, completion of action. 
copyrights, trademarks, and data which are not 
recognizable as formal claims under ASPR, sec­
tion IX. Included are inquiries, investigations, and 
other reports and communications concerning the 
allegations. 

408-04 Patent license proffer files. Documents relating to Destroy after 30 years. Cut off annually on ob-
the investigation and disposition of patent license taining the license or on rejection of or re-
proffers handled pursuant to chapter 9, AR 27-60. fusal to license. 
Included are communications relating to proffered 
licenses or assignments, requests for clearances

and clearance to consider and process licenses or

assignments on behalf of the DA, coordinating ac­

tions, and preliminary and final reports of consid­

eration or settlement.


Note. When data licensing is also involved, the

case will be filed under the dominant interest.


408-05 Patent administrative claim files. Documents relating Destroy after 30 years. Cut off annually follow-
to the investigation and settlement or other dispo- ing settlement or denial of the claim. 
sition of administrative claims requiring clearance I,/' , r, . .4- " 
under chapter 8, AR 27-60 which are based on 
infringement or misuse of patents or violations of 
contracts concerning the use of patents, and on 
the Invention Secrecy Act or Foreign Assistance 
Act. Included are communications regarding the 
claim, requests for and clearances to investigate 
and settle the claim, coordinating actions, and pre­

liminary and final reports of investigation and

settlement of the claim.
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408-06 Patent infringement litigation files. Documents re­

lating to litigation by or against the U.S. in the 
Court of Claims, District Courts, or other courts 
on claims for patent infringement, misuse of pat­
ents, or enforcement of agreements and other 
claims arising from patent problems regardless of 
cause. Included are communications with and re­
ports to the Department of Justice and other doc­
uments concerned with providing information to 
that department for defense or prosecution of the 
suit. 

408-07 Data licensing files. Documents used to obtain li­
cense rights (by the Government) in privately 
owned data with or without an accompanying 
agreement for procurement of the data itself (ex­
cept where data is procured as an item under a 
supply or R&D contract). 

Note. When license rights under patents are 
also involved, the case will be filed under the dom­
inant interest. 

408-08 Data litigation files. Documents relating to litigation 
alleging misuse of data whether the right to re­
cover is alleged to be based on contract or other­
wise. Included are communications with data own­
ers, other patent activities, and the Department of 
Justice; investigation reports; and related papers. 

/ 408-09 Copyright licensing assistance files. Documents re­
lating to advice and assistance provided in obtain­
ing licen.ses for Army use of copyright material. 
Included are reports on cases in which the copy­
right owner cannot be located or withholds his 
consent, comments or opinions conc?rning propos­
als to obtain free licenses or to purchase licenses, 
and related papers. Not included are copyrights 
obtained as a part of a contract for procurement 
of data. 

408-10 Copyright infringement claim files. Documents re­
lating to investigation and disposition of adminis­
trative claims for copyright infringement handled 
pursuant to AR 310-1 or other pertinent instruc­
tions. Included are communications with claim­
ants, copies of written consent, if given, state­
ments concerning the origination and proposed use 
of the materials, and related papers. 

408-11 Copyright infringement litigation files. Documents re­
lating to litigation by or against the United 
States based on copyright infringement, misuse of 
copyrights, enforcement of agreements, or compa­
rable claims arising from copyright problems re­
gardless of caus-s. Included are communications 
with and reports to the Department of Justice and 
other documents concerned with providing infor­
mation to that department for defense or prosecu­
tion of suits. 

S AR 340-18-4 

Destroy after 30 years. Cut off annually follow­

ing termination of litigation. 

Destroy after 30 years. Cut off annually after 
completion of action. 

Destroy after 30 years. Cut off annually on 
completion of litigation. 

Destroy after 30 years. Cut off annually on 
completion of actioi on the case. 

Destroy after 30 years. Cut off annually on 
completion of action. 

Destroy after 30 years. Cut off annually on 
completion of litigation. 
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408-12 Infringement legislative claim files. Documents re­
lating to investigations in connection with process­
ing proposed legislation or bills for private relief 
of individuals because of rights of individuals in 
inventions, patents, copyrights, or data. Included 
are reports of investigations, comments or recom­
mendations on the proposed bills, copies of juris­
dictional bills or bills for the award of money, and 
related correspondence. 

408-13 License executory files. Documents relating to the 
administration of executory portions of patent li­
censes, assignments, or other agreements with the 
Government, such as administration and monitor­
ing of provisions for running royalties, royalty 
ceilings, royalty adjustments, and modifications of 
contract terms. Included are royalty quotations 
and reports, papers containing recommendations 
for appropriate action, and related papers. 

Destroy after 35 years. Cut off annually after . 

completion or expiration of pendency of the 
bill. 

Destroy after 20 years. Cut off annually on ex­
piration of the agreement. 
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409 PATENT, DATA, AND RELATED ASPECTS OF 
PROCUREMENT FILES. 

These files are created by patent activities in furnishing advice on, 
rendering opinions on, or interpreting laws, contractual provisions, and 
policies regarding the procurement of supplies, services, and research ~2M 

and development where inventions, patents, copyrights, data, and intellec­
tual property are involved. They are concerned with all aspects of inven­
tions, patents, data, copyrights, and other intellectual property matters af­
fecting or involved in procurement, except those described elsewhere in Uthis regulation. 

File No. Description 

409-01 Patent right followup files. Documents relating to 
the followup on contracts having patent rights 
clauses to identify inventions in which the Gov­
ernment may have an interest and to obtain rights 
thereon for the Government. Included are interim 
and final reports listing inventions made under 
the contract or certifications that no inventions 
were made, investigation reports, communications 
containing recommendations and opinions, and re­
lated papers. They do not include documents relat­
ing to patent soliciting resulting from the Govern­
ment's acquisition of an invention disclosure with 
right to file a patent application. 

409-02 Patent and data contract review files. Documents re­
flecting the review and approval of contracts, in­
vitations to bid, and requests for quotations for 
appropriateness and conformity with laws, regula­
tions, or policy governing inventions, patents, co­
pyrights, data, or similar intellectual property. In­
cluded are documents containing opinions, com­
ments, and recommendations, and documents re­
flecting interpretations of provisions in proposed 
or existing contracts, but not files described else­
where in this section. 

409-03 Intellectual property clause deviation files. Docu­
ments relating to requests for, and approval or 
disapproval of, deviation from those standard pro-

IC/-,A curement contract clauses which pertain to inven­
/%tions, patents, copyrights, trademarks, data, or 
S 3 imilar intellectual property required by regula-

Stion to be included in the contract. Included are 
documents used to support and justify such re­
quests, such as memoranda of the facts respecting 
the proposed contract and prospective contractor, 
and of precedent and policy pertinent to the parti­
cular case. Documents accumulated by contracting 
officers administering contracts will be filed with 
the related contract. 

409-04 Royalty files. Documents relating to considerations, 
investigations, negotiations, or other actions taken 
to reduce or recoup royalties paid or to be paid 
(by the contractor to the owner) for use of pat­
ents, copyrights, or data under procurement con-

Disposition 

Destroy after 25 years. Cut off on completion of

action.


Destr6y after 8 years, except opinions and in­
terpretations will be destroyed on superses­
sion or obsolescence. 

Ot'30 
Offices performi jrmy wide staff responsibil­

ity: P rh, Ci_A afW o4 approval or disap­
proval of deviation. !Offices of headquarters of major commands: 
Destroy on supersession or obsolescence. 

Other offices: Destroy after 6 years, except that 
documents filed with related contracts will be 
destroyed therewith. F 

or..,•4 

Destroy after 20 years. Cut off annually on 
completion of action. 

AGO 5525A 
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No. Description 

tracts. Included are investigative reports, opin­
ions, and related papers. 

409-05 Request for greater rights files. Documents relating 
to decisions on contractors' requests for greater 
rights in inventions under contracts containing 
patent rights clauses of the title or deferred type. 

409-06 Procurement data clearance files. Documents relating 
to legal clearance of data for use in procurement, 
but not documents relating to search resulting 
from proffers and infringement claims. Included 
are comments and written opinions, reports of 
search, and similar papers. 

409-07 Intellectual property foreign procurement files. Doc­
uments relating to invention, patent, copyright, 
and data aspects of the placement and administra­
tion of contracts for or on behalf of a foreign gov­
ernment with U.S. or foreign contractors. In­
cluded are documents containing opinions and rec­
ommendations, communications with foreign own­
ers of intellectual property, and related papers.. 

409-08 Intellectual property international agreement files. 
Documents relating to all phases of the acquisi­
tion .of inventions, patents, data, or copyrights 
from foreign private or governmental sources, but 
not documents relating to specific claims or prof­
fers. Included are. comments on terms of technical 
agreements and rights clauses, copies of technical 
agreements, and related papers. 

409-09 Intellectual property private litigation files. Docu­
ments relating to all phases of Government moni­
toring, supplying information for, or other partic­
ipation in private litigation on patent, copyright, 
or data rights. Included are requests for approval 
lated communications. AA. 

409-10 Installation intell4att property procurement files. 
These files consist of those documents described in 
files No. 409-02 through 409-10. This file number 
may be used by patent activities when (because of 
limited volume) it is impractical or uneconomical 
to establish separate files. 

14 Aug 

Disposition 

Destroy after 20 years. 

Destroy after 20 years. 

Destroy after 20 years. 

Destroy after 25 years. 

Destroy after 20 years. Cut off annu 
termination of litigation. 

Destroy after 25 years. 

j 
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410 LITIGATION FILES 

These files relate to actual or potential litigation in which the United 
States has an interest before civil courts, administrative tribunals, and regula­
tory bodies; to the release of information from Army records for use in private 
litigation, and litigation in which the United States has an interest; and to the 
appearance of military personnel and civilian employees of the Army as wit­
nesses in private litigation and litigation in which the United States has an 
interest. They are accumulated primarily by OTJAG and offices of judge 
advocates, general counsels, or legal officers at DA staff agencies, headquarters 
of major intermediate commands, installations, and activities. 

File No. Description Disposition 

410-01 Litigation case files. Documents relating to actual or potential * The Judge Advocate General's Office 
legal proceedings, in which the Army, including its instrumen- (TJAGO) and Office, Chief of En­
talities, has an interest. Included are advisory reports; investi--A gineers (OCE) for Civil Works cases:N I gative reports; litigation reports; copies of processes and plead Z. Destroy_after 30 years. Those cases 
ings; communications with Army agencies, commands, and mentioned 3n te annual report of the 
activities; communications with the Department of Justice and US Attorney General; heard by the 
United States Attorneys, and with other organizations, agencies, Supreme Court; or designated by 
activities, and individuals both within and without the Federal TJAG or General Counsel OCE as 
Government; and related papers. dealing with precedence, key issues, 

Note. Documents relating to litigation matters involving policy, or significant developments in 
patents, copyrights, trademarks, and proprietary data, and real DA. Plqa.,ent. Cut off on the com­
property acquisitions, are properly considered a part of and will pletion of litigation. 
be filed in those files. TJAGO and0 CEforcasesnot involving 

litigation:Destroy 10 years after date 
of accident or incident. 

POther Offices: Destroy after 6 years. / 

410-02 Legal representation files. Documents relating to assistance given TJAGO: Cases involving litigation: 
the Department of Justice in the defense of military personnel Destroy after 15 years. Other cases: 
and Department of the Army civilian employees against civil or Destroy 10 years after date of acci­
criminal proceedings arising out of omissions or acts committed dent or incident. 
by them in the course of their official duties, but not proceedings Other offices: Cases forwarded to 
against the United States or its instrumentalities. Included are TJAGO: Destroy 1 year after for-
advisory reports; investigative reports; litigation reports; plead- warding. Other cases: Destroy after 
ings; communications with Army agencies, commands, and ac- 6 years. 
tivities; communications with the Department of Justice, United 
States Attorneys, and other organizations, agencies, activities, 
and individuals, both within and without the Federal Govern­
ment; and related papers. 

410-03 Tax negotiation files. Documents relating to negotiations with TJAGO and negotiating offices: Destroy 
State or local tax authorities on such matters as tax refunds, tax after 20 years. Cut off on completion 
exemptions, or the validity or applicability of taxes. Included are of negotiation. 
requests for authority to negotiate with tax authorities; ap- Other offices: Destroy after 2 years. 
provals or disapprovals; reports of improper, invalid, or exces­
sive taxes; reports of negotiations; documents reflecting legal 
advice; communications with tax authorities; and related papers. 
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File No. Description 

410-04 Judicial information release files. Documents relating to the re­
lease of information for use in litigation in response to subpoenas, 
court orders, or requests. Included are requests, subpoenas, court 
orders, copies of the documents concerned or summaries of their 
contents, recommendations concerning releases, memorandums 
of law, coordinating actions, and related papers. 

Note. To the extent possible, these papers will be filed in the 
particular file to which the information release pertains; e.g. the 
appropriate personnel, patent, or claim file. 

410-05 Appearance as counsel in civil court files. Documents relating to 
the appearance of military personnel and Department of the 
Army civilian employees as counsel before civil courts, admin­
istrative tribunals, regulatory bodies, or Government agencies. 
Included are the requests with supporting or related papers, 
letters, and other documents indicating coordination involved 
and action taken on the requests. 

Note. The above documents will be filed in the litigation file 
when the appearance concerns litigation involving or of interest 
to the Army. 

410-06 Witness appearance files. Documents relating to requests for mili­
tary personnel and Department of the Army civilian employees 
to appear as witnesses before civil courts, administrative tribu­
nals, and regulatory bodies. Included are requests with support­
ing documents, letters, electrically transmitted messages, 
personnel action forms, and other papers indicating action 
taken on the requests. 

15 August 1977 

Disposition 

Safeguarded information: Destroy after 
S10 years. 
Tonsafeguarded information: Destroy 

after 2 years. 

Destroy after 2 years. 

Destroy after 2 years. 
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411 LEGISLATIVE AND CONGRESSIONAL LIAISON FILES 
essing of legislatio......., Executiveorders, proclamations, and the overall Department of the Army... 

The files described in this section relate to the initiation, processing, and 
coordination of legislation, Executive orders, and proclamations either sponsored 

........... 

and supported by, or otherwise of interest to the Department of t.he Army; 
411-41 the preparation and coordination of replies to congressional inquiries; liaison.... .... .... ... .hegitinfilesde.sDcribedntsrlthisngtonrltto thepreptration,n proc-Oie erforing,staffrsosbiiyfrd. :::..:.•.....•.:. ...:..:.-.-...-.....­ .......... .:.­

with and assistance provided congressional conmmitteescoorinationofIegislation,Executive orders, anproclamations,nd investigating ArmyeitheralsDponsrtedto h ry ::::•..•:.:.:•.:..-.....::::. 

activities; and similar matters of a legislative or congressional nature.redsuporsoreiltonppsed by,roth rwieof interest tothe Departm-entislative, rgAm tffa...d-.........::::..:::::::;:::::: 

FiJ.e No. J)cscription 	 Dispoaitiouthereparmniationsandcoordiingdaftionofrelieisationconrosedssponalinquifr ies;tiatisng eilto r:.;;;;';....;;:--;:;.;::/ 
411-01 Legislation files. Documents relating to the preparation and proc- Offices performing staff responsibility forbyithe anmy,assirs tancpovidedsonlcommittessional trommitted sivstigat pingArmyrsosblt o 

actleisvatiesond ilarmatsrsofn prpsln onatre.ot ncom legislative eorscongressional 	 o.et 
on legislation 	proposed by or of interest to the Depart-7 legislative, program staff and head­,~reports legilatin poposd fbyorth heSeretay of legslaton popoed b nonArmrsponibiity.- m quarters of major commands re­~rent of the Army, but exclusive of appropriation bills. IncludedFilnemenM 	 B Dgetsocr eip ltion n ro o ed b)ae ci spwi • et 0 t ion

,4U1 .n 	
are communications containing drafts of legislation proposed sponsible for initiating legislation or 
by the Army, reports to congressional committees on introduced assigned primary responsibility for 
legislation; comments on legislative proposals and reports on action on reports and comments on 

::.:•:::::-.:::;;:;.;-? 
...';-";;;.:'''"--.:.:-.:--..-:;­

................. 
.......... '"""":"";;:::::::1':• 

. . . . ......... . ,. - . .­
. . ... 

vacy Act of 1974 (5 U.S.C. 552a)..........

41101 Legislationcomfiles.t Documents relaig 	 by non-Armylotecpeprtinconmendtsroe-Offices pror eim•ingsafvesponeesorib-lity:legislation proposed by or the responsibility of the Secretary of legislation proposed f....-r. ......... --..


............
:::~ ~ ~ pDefense,ssn ofoedlegislatiofi,the N~avy, Executive orders, proclamations,the Office 
: ........ Managementowhichlateionitiatoedand Budget onbyolegislation proposedyretothDespariblt---by agencies 

........ or the- Air Force; reports to andof 

"reports orwofh pinte 

outside the Department of Defense; intra-A.rmy coordinatingfor ctio hasbeeAry assgnedt• oraothr stff aencactions on the aforementioned legislative proposals; and relatedacommund.icainsluedconrtaininedraftis oflgiltieon ropiztonsed 
comments copies of prop sedlegslation,and relted papr•papers. (Files accumulated by operating offices of the Army411- byth0Am,3eprt tCongressionalcorepnnefis.Dcmmitens relaingtroduced-

staff and headquarters of major commands will be filed in thelgieslaion;l iommrens on popscopeand onalegisattsivhnte aeivits 
appropriate functional files.)~ .legsltheoDeparopoedntyorf h epnsbltf thAm,ecp nae S-afecrtarygofd2 Legislation comment files. Documents reflecting comments on
bDefense, appropravy rthe-s,Airnd re;relapdortnsa mtothers,Officof-
proposed legislation, Executive orders, proclamations, andMarnnagemrent eandBdetonaeure nomton nlddignisAthereports which are initiated by or for which primary responsibility 

Rct4re yeairst.agencies:veduallDesigartmentIL=,t cordinthe2 Andr"m.y.---::.•:?.-:::

af.ea enesmost cr n 'sw grv'c e*oc
nrl hlegislative.rgrmsactfvandesohead-•!!!'(.'-:-:•:•::.;.

ofth puoposal from 9tg pwora
Armystaf 	 agncy,or cmman: :::::......... '
................


estronsilefter i5iyiating legislation." or•-•-:­


ts5 o& 50 Yeto rs (~k -:.:.:.:.-_-..-..".-.....,..:......:

asOsigned rmrresponsibefr ivrlityeoordi .-?---:--?-----.:.:::.

naction ond 	 i , 7 I~t 

4. Pf- 'y C(w.ofdesignatedindividuals,rstot&$ico-....... .Office 


Deportsmendtcommethesro.......................-.......

c r ~9r~ non-Army=============
ongreslaionalproaisonacid5gy4 tesbDy= 

orresiodenthe bepatweentofnDeensme;ntrand-hermycoordintuengtsiothqesignap&md fomodnt n otofor action has been assigned to another Army staff agency or Army staff agency or command:acthernseonple,andobemwenti nrsmnadth ryo uhoedgressionaelpoposlr;radondatence. t,file whichever is later.........
command. Included are retained copies of the organization's Destroy after 5 years. 
L 4the.V; 

patters. (ils aegedunfairtredatmoerat,ingroffier ssofgnment,pormy Am tf n thaqureso J?•:;'':::?'''. 
comments, copies of proposed legislation, and related papers.staffandreaodquartershofus ajrco mmton,ands thean ubcmmns:Dsoryilldequateled ina411--03 Congressional correspondence files. Documents relating to con- *Office responsible for overall coord.i­
gressionalehlnwilefieinteappropriateiinquiries on all matters within the scope and activity nation of Department of the Armyfunctional files.)dicoueacutnudrth i-
of the Department of the Army, except in areas affecting congressional liaison activities: De-
budgets, appropriations, and related financial matters, or con- stroy after 5 years.....	 sd.i e h ch v r s...r.............

cerning the 	 release of safegnarded information. Included is Office of legislative officers or individualsproposed legisltion,eExecutiveorders, proclamtions,oand-viduls.designated.t.coordinate.an 

Offices of ~legislative officers or indi­
agenciafes:rN5.Luars,Lt RGe ms...............

viduals designated to coordinate and
fieolegisainpooeiyawu aetiveostriitcersworind-vdPua*,0Privacy Act of 1974 (5 U.S.C.control the legislative activities of the 

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

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


:::::::::::::::::::: 
..:"'.'.:--;.•.:..."....i::: 

•--::?:??;'-::: 

";'-;.--;--?':•i''?­

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


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


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

correspondence between congressmen and their constituentsreors hih reintatdy r o wic riarrspnsbiit or 
other people, and between congressmen and the Army on such 
matters as alleged unfair treatment, improper assignment, poorly

fo atin asben 	 tafhgecyorsigedtoanthr ry
prepared food, poor housing conditions, and inadequate medicalcommand.eIncludedtare5retaied copieseoffthe organizaton'sattention. (Files accumulated in operating elements of all

commnts,copishefproosedlegilatin, ad rlate paprs-".....-...echelons will be filed in the appropriate functional files.) 

ordntrlthlegandscotivelactivitessionflt'"e 
congressional correspondence at the 
designated to coordinate and control 

d est2 oy yfterars if sed as a::" 

' Army staff and at headquarters of 
major and sub-commands: DestroyDestroy after.5 yea.s
after 3 years: if used as a record of 
disclosure accounting under the Pri­

life of the 

rmystffacy ncy.t ofr mman(dU..C:...:.'..'...'..•...'.•:: 

destroy after 5 years or41_3 Cnrsinlcrepnec ie.Dcmnt eaigt o-*fiersosbefroea 	 coordidisclosed file whichever islater. 
...... ... 

ordinate and control congressional 
correspondence at lower echelons: 
destroy after 2 years; if used as a 
record of disclosure accounting under 

522a) destroy after 5 years or life of 

"...;:; 

_.-.-...--u.........

.........


•..............
:..
'.......


S.......... 	 ,
............ 

. -.... .-.... .. : ­

.............................. 
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File No. Description DiZ0poition1( -A -
. ,. -. ....... . ........ ..... ... ......... ............ . .. 

411-04 Congressional investigation files. Documents reflecting liaison Offices responsible for the maintenance 
between the Department of the Army and congressional corn-
mittees. Included are papers relating to the selection of witnesses 
to appear before and the presentation of evidence to such 

of liaison between the Department of 
the Army and congressional commit­
tees: Permanent. 

...... 

. .. 

..1•". '........ ............. 

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

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

committees, information on the activities of congressional Offices of legislative officers or individ­ ......................... 

committees investigating the activities of the department, uals designated to coordinate and •. .......... ....... . 
•-•.... ... ... ..- :.. . :... 

analyses of committee reports, and coordination of congressional control congressional correspondence 
committee visits to Army establishments, including release of at the Army staff and at headquarters 

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

documents thereat. of major and intermediate commands: . ............... .. . . . 

Permanent: 
411-05 *Congressional visit reporting files. Documents reporting visits M" Tepummz-17or ovu .....­

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

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

by members of staff members of Congressional committees '..f 
--"r- $ (except appropriation committees) to any element of the gressonal liaison acTE,i. . -:............ :......... 

Department of the Army. Documents include the name of the I T rMpep .;................-. ....... 

/ h visiting Congressional committee or survey group, subject of 
the visit, reference copies of correspondence, requests for travel 

. Destroy after 6 months. ..........: : : " 
............. •...... .. . 

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

orders, messages, financial statements and similar data. 
411-06 Congressional real estate acquisition reporting files. Documents Office responsible for liaison between 

-cumulated in reporting to the Armed Services Committees DA and Armed Services Committee 
0 1 2 un proposed acquisition of certain temporary and 

interests in Army real property by fee, transfer 
permanent 
and lease. 

on real estate matters: ew... S.. .. ....... '.... . . 
........... .. . . 

! .................. . 

f Included are retained copies of reports, related correspondence 
and legislative history involved in obtaining departmental D 16 .4 r 
approval and coordination 
the Committee. 

and in supporting the reports before 
C too, 

; ... ........ v.v.... . 

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

411-07 Congressional real estate disposal reporting files. Documents 
accumulated in reporting to the Armed Services Committees( 
on ro ed disposal of certain temporary and permanent 

Office responsible for liaison between 
DA and Armed Services Committee 
on real estate matters: 

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

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

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

. 

.. 

SJ intes Army real property by: Report to GSA, transfer to " ­

ia other public agencies, conveyance by the Secretary .............. . . . . 

of the Army, or leasing. Included are retained copies of reports, 
L.. ;.... .... ..-.. . 

related correspondence and legislative history involved in ob- .. .. ............. . ,... ............ . .

...............
/ taining departmental approval and coordination and in support- ............ . . . . .


......... ...... . . .
ing the reports before the Committee. .............. . . . . 
... . . . . . 

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

.........

S................. ..


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


S. .................


...... ... . .
; :... .. 

........ .


...........
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412 INFORMATIONAL SERVICES FILES 
These files accumulate from the program designed to keep the public 

informed of Army activities, thereby acquiring public understanding, sup­
port, confidence, and respect for the Army. Specifically they relate to the 
release of information to the public, action taken in conjection with civic 
groups to improve Army-community relations, participation in local, na­
tional, and international events, industrial cooperations, and similar ac­
tions which are taken to maintain and improve public relations. 

File No. Description Disposition 

412-01 Ceremony files. Documents relating to the conducti) Offices performing Army wide staff responsibil­

j'-1ments, 

of ceremonies by the Army or to Army participa- ity:

tion in ceremonies conducted by other organiza-l)Oth offices: Destroy after 2 years Cr -,ta,


tions. Included are such ceremonies as retire-
funerals, reviews, honor guards, parades, 

displays, exhibits, fairs, observances of local and 
national holidays, and comparable activities. The 
files consist of copies of ceremonial and parade or-
ders, drawings indicating formations or order of 
march, group instructions, requests for Army par-

ticipation or assistance in ceremonies, authoriza-
tions for troop participation, parachute jumps,
equipment drops, participation in events of na-

tional or international nature, or events requiring 
coordination with other services and Government 
agencies, coordinating actions and related papers. 

-itZ-02 Amateur rocketry files. Documents reflecting the 
Army's participation and cooperation with ama-
teur scientific'groups and individuals to aid in the 
safe development, fabrication, promotion, and test-
ing of rockets and similar explosive devices. These 
files relate to the dissemination of instructional 
and informational materials, development and 
presentation of films, arrangements for speakers 
programs, arrangement of testing dates, and simi­
lar matters. 

412-03 Publi 9 appearance schedule reporting files. Docu-
-nts reflecting scheduled speeches and participa-

tion by Army staff general officers and senior ci-
vilians in activities such as panel type programs 
sponsored by civilian organizations or for civilian 
audiences, press conferences or briefings, and 
radio and TV programs. 

412-04 Public information reporting files. Documents re-
porting data on public information activities: In-
cluded -are narrative reports on public information 
and community relations activities, statistical re-
ports on information releases and radio programs, 
summary reports, and papers relating to the re-
ports. 

412-05 News media and release files. Documents relating to 
the preparation, coordination, clearance, and re-
lease of information to the public through newspa-
pers, periodicalsr radio, television, motion pictures, 

er Sic%-_AkJ 4 ekr/ is•4• r 

YI Cd (4i /1. # 4 (1A5 ___ 
_Pe e 4 ,, 

P 

- .7 . 
z} o+ e e nies: .- 08f7L¢ 

e 

Offices of information officers or technical liai­
son officers of the Army staff and headquar­
ters of major and intermediate commands: 
Destroy after 5 years. 

Other offices: Destroy after 2 years. 
/............


Offices performing Army-wide 
ity and requiring the report: 

Reporting offices of the Arm 
after 2 years. 

1 r 

staff responsibil­
... ... 

aff: Destroy 

.C../
7 

..... 

Offices performing Army-wide staff responsibil-. 
ity: Permanent. .. 

Reporting offices of the Army staff and head­
quarters of major and intermediate com­
mands: Destroy after 5 years. 

Other offices: Destroy after 2 years. 

Office performing Army-wide staff responsibil- .. 

ity: IT .t. 
Offices of infor Ation or technical liaison 

officers of thermy staff and headquarters of 
'-" .-"­.........


5525A 
..... 

. , 29 
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Oc4r- e.. . 

public appearances, and other media of dissemirn.-
tion. Included are printed or processed press r(,-

leases; speeches; radio, television, and motion pic- c 
ture scripts; and coordinating 6ocuments accumu­
lated in obtaining clearances for the releases. 

majo and intermediate commands: 
after years. 

theo c.cc- DoEtroy cfte 2 ycara. 

r4:01t.• :c.S•.'H.t O•fcr 2Cyears a 

Destr 

-S-- r 

.... 

412-06 Feature story review files. Documents relating to 
assistance provided to magazine and book repre-
sentatives in the development of feature stories 
concerning Army activities. Included are story 
outlines prepared by the Army and provided the 
media representative, advice on proposed stories 
which are being prepared by other writers, papers 
relating to reviews of the stories for accuracy 
when desired by the writer, and similar papers. 

Office performing Army-wide staff responsibil­
ity: Destroy after 6 years. 

Other offices of the Army staff: Destroy after 2 
years. 

412-07 Research clearance files. Documents relating to ap-. 
proval for access to classified files for purposes of 
unofficial research and study.. They also accumu-
late from a review for propriety and accuracy and 
in providing for the required security review of 
the resulting manuscripts and research notes. In-
cluded are requests for access to classified files, 
approvals, copies of manuscripts and research 
notes, and coordinating actions on both access and 
manuscript clearances. 

Office performing Army-wide staff responsibility__ 
and responsible for the final review: .I*rn-
-n~tTfC 6 ',.• ;€ e,- • 'Q 

Offices of information or technical liaison 
officers of the Army staff and headquarters of 
major commands: Destroy after 6 years. 

Other offices: Destroy after 2 years. 

14, 

412-08 Contractor information release files. Documents re-
lating to procedures governing the release of in-
formation by manufacturers, colleges, universities, 

Office performing 
ity: •_ 

Reviewing and 

Army-wide staff responsibil­

r inating offices of the Ar n 
' 

/ 
advertising agencies and similar commercial enti-
ties relative to Army contracts or activities ac­
complished by contract. They further relate to the 
clearing of informational materials depicting 
Army themes which are voluntarily submitted for 
clearance by commercial organizations. Included 
are proposed articles, technical papers and presen­
tations, brochures, motion picture and television, 
films, photographs and transparencies, and similar 
materials proposed for publication or release;, 
coordinating actions thereon, and similar and re­
lated papers. 

stan: vesr a Ler 

-

o years. 

_ 
"•-( C. 

-

412-09 Army-authored information clearance files. Docu-
ments relating to the review and clearance for 
publication of magazine and book manuscripts on 
military subjects (fact or fiction) which are au-
thored by Army military and civilian personnel. 
Included are copies of the manuscripts, coordinat­
ing actions on the manuscripts, and related pa-

Office performing rmy-wide staff r sponsibil 
ity: ikr. 10•4*r-/10 .L 

Coordinating ofnices of the Army Staff: Destroy 
after years. 

pers. 

412-10 Public inquiry files. Documents relating to release Destroy after 2 years. 
of nonsafeguarded or nonprivileged information 

in response to requests or - inquiries from the 
public. Included are routine requests for informa-
tion on Army activities, requests for photographs 
of individuals and equipment, correspondence, and 
related papers. 

-. 
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File No. Description 

412-11 Army-community relations files. Documents relating 
to the maintenance and improvement of relations 
between the Army and the civilian community. In­
cluded are papers relating to the work of com­
munity relations and civilians advisory commit­
tees, meetings with representatives of other mili­
tary activities located in the community, open 
house programs, joint social activities, and other 
cooperative endeavors of the Army and the com­
munity. 

412-12 Commercial film certification. Documents relating 
to certifying commercial motion pictures and tele­
vision films for the Department of the Army coop­
eration by furnishing access to locations, technical 
advisors, equipment, troops, and weapons. In­
-cluded are requests for cooperation, outlines of the 
proposed story, and proposed scripts; papers re­
flecting coordination and review of the outlines, 
scripts, and the completed films; notifications of 
approval for Army cooperation, recommendations 
concerning command assistance to local premiers, 
and progress reports from technical advisors and 
related papers. 

412-13 News photographic files. Photographs of combat 
operations, equipment, base activities, human-in­
terest material, and comparable photographs of 
nationwide or local interest. 

412-14 Biography files, Biographies, photographs, newspaper 
clippings, and related documents pertaining to 
leading military and civilian personalities. Ar­
range alphabetically. 

412-15 Correspondent accreditation files. Documents relating 
to processing applications from both United 
States and foreign information media representa­
tive for accreditation letters or identification cre­
dentials. Included are applications for accredita­
tion, letters from information officers indicating 
reasons for the request, and related papers. 

412-16 Commercial authorship approval files. Documents re­
flecting the authorization for Army personnel to 
speak or write on a regularly scheduled basis for 
commercial publications or interests. Included are 
requests for approval, approvals, and directly re­
lated papers. 

412-17 Charity contribution files. Documents relating to 
contributions by an agency, command, installation, 
or activity to recognized health, welfare, and vol­
untary fund raising organizations, such as the 
American Red Cross and the United Givers Fund. 

AR 340-1 L8-4 

Disposition 

Offices of all Public Information Officers: Des­
troy after 5 years. 

Offices performing Army-wide taff rsponsibil­
ity: *kWM.nM., 1413(

Coordinating offices of the Army stai: Destroy 
after 5 years. 

Dispose of in accordance with AR 108-5. 

Destroy 2 years after retirement, transfer, sep­
aration, or death of the individual concerned, 
or on discontinuance, whichever is first.'I 

Offices performing Army-wide staff responsibil­
ity and offices of headquarters of major over­
sea commands: . Retire after 3 
years. D' &q4fIrr 15 e's 

Other offices: Destroy 2 years after expiration 
or disapproval of the application. 

Office performing Army-wide staff responsibil­
ity: etire 2 years after termina­
tion or revocati n f the approval. 

Other offices: Destro on expiration or revoca­
tion of the approval. . .............


after 2years. DeDestroy
Destroy after 2 years. n_^

49k4v I eA 0 
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413 COMMAND INFORMATION FILES 
SThese files relate to the program designed to keep the soldier informed 

of the military and civilian events, conditions, policies, and actions which 
may affect him as an individual. They are accumulated by command infor­
mation staffs throughout the Army, and those offices at Headquarters, De­
partment of the Army which are responsible for staff supervision of the 
Army wide program.D t 

413-01 Command information general files. Documents re­
lating to the general administration of the com­

4 Offices performing Army-wide
L ity 

st2aff responssibil­

mand information program, such as documents re­
lating to reviews of command newspapers, obser­
vation and analysis of troop opinion, preparation I 
of informational materials, and documents con­
cerned with informing troops of news events, pol­7 7 icies, and official actions, but exclusive of specific 
files described in this section. 

413-02 Command information planning files. Documents re­
flecting subject areas to be covered, points of em-

Sphasis, prescribed subject areas to be covered, in­
formation mediums available for utilization and 
similar planning data. Included are command in­
zormation plans and papers relating to the plans. 

413--03 Command information reporting files. Documents re-
S flecting data on number of personnel engaged in 

the command information program, funds ex­
pended, narrative accounts of actions taken in 
support of command information subjects, and 
similar information. Included are command infor­
mation report~ and papers directly related to the 
reports. 9s/ 

413-04 Information publication distribution files. Documents 
used in the receipt, storage, and issue of informa­
tion publications and materials. Included are re­
quisitions, shipping documents, property issue and 
turn-in slips, documents used to initiate or sus­
pend distribution of news services, radio tran­
scripts, television recordings, 
tional materials, and related 

413-05 Newspaper files. Record sets of 
cals, daily news summaries, 
similar news materials. 

and other informa­
papers. 

Army news periodi­
news bulletins, and 

413-06 News background files. Documents related to prepar­
ing, editing, and publishing information in Army 
news media. Included are edited drafts of articles 
photographs, and similar papers. 

413-07 Program log files. Daily operational logs used by 
Army operated stations of the Armed Forces 
Radio and Television Service to show identifica­
tion of programs and spot announcements and the 
precise time that they were broadcast. 

32 

Offlic'e f headquarters of major 
dife commands: Destroy after 

and inte 
5 years. 

Otl•r offices: Destroy after 2 years. . 

Officer performing .rmy-wide staff responb i%­
ity: Permanent.Of*"erW*, 

Offices of headquarters of major an ter 
diate commands preparing command-wide? 
plans: Destroy after 5 years. 

Other offices: Destroy after 2 years. 

Offices performing Army-wide staff responsibil­
ity and requiring the report: Permanen 

Other offices: Destroy after 2 years. 

r-me­

1 1 . 4 

20 

......... -=, 

... .. .. 

Destroy after 2 years. 

Offices of headquarters of divisions and higher 
headquarters: Permanent: P -. 0 

Offices of lower echelons: Destroy after 2 years. 

Destroy after 1 year. Earlier disposal is autho­
rized. 

Destroy after 2 years. 

j2(IZ69iTZ,+cfl' 0- C+rC-;Tn A ccnW 24­~ cfVtrnrf9r~ Ž.%T'i~~Ž ~AGO 2&­

C%+f,n nt,,62, z m, eC 
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File No. Description 

413-08 Musical program log 
erated stations of 

files. Logs used by 
the Armed Forces 

Army 
Radio 

op­
and 

Television Service to list all musical numbers, art­
ists, and sources used in aired musical programs. 

413-09 Station program sef edule files. Documents reflecting 
the time at which programs are scheduled to be 
broadcast by Armed Forces Radio and Television 
Service stations operated by the Army. 

413-10 Radio transcription files. Radio transcriptions on 
hand which are no longer needed or which have 
been declared obsolete will be. reported to the 
Armed Forces Radio and Television Services. 

413-11 Television recording files. 
which are no longer needed 
clared obsolete. 

Television recordings 
or which have been de­

,/ 

AR 3,10-18-4


Disposition 

Destroy after 1 year. 

Radio and Television stations: Destroy after 2 
years. 

Offices performing Arm--wide staff responsibil­
ity: Destroy after 1 year. 

Radio and Television stations: Dispose of in ac­
cordance with instructions issued by the 
Armed Forces Radio and Television Services. 

Radio and Television stations: Dispose of in ac­
cordance with instructions issued by the 
Armed Forces Radio and Television Services. 
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APPENDIX


CONVERSION TABLE


LEGAL AND INFORMATION SERVICES FILES 

Old file No. 

401-01

401-02

401-02.1


401-03

401-04

401-04.1 
401-05

401-05.1 

401-06

401-07

401-07.1

401-08

401-09

401-10

401-11

401-12

401-12.1

401-12.2

401-12.3

401-12.4

401-12.5

401-12.6


401-12.7 


401-12.8 

401-12.9 

401-12.10 

401-13 .


FILE NUMBER 

Legal instruction files --------------­
Legal opinion precedent files ---------­

Surety bond review files ------------­

New file No. 

401-01

402-01

Previously


rescinded. 
402-02


Surety power of attorney files --------- 402-03

Delivery to civil authorities files ------- 402-04

Legal assistance administrative files .401-02

Employment and financial interest 

statement files. 
Legal assistance case files------
Legal assistance interview record files 
General legal reference paper files - --

Claim administrative files-------------
Claim instruction files 
Claim operating policy files ----------­
Claim investigation report files _ 
Tort-claim files --------------------­
Noncombat activity claim files ---------
Nonappropriated fund claim files . 
Nonscope of employment claim files-
Foreign claim files -------

NATO claim files- ..... .--­

402-05


402-06

__402-07


401-07

401-02

401-01

403-01

403-04 7oy .

403-06. ­

403-07

403-10


_403-08

403-11

403-13


Maritime claim files-------- 403-14 - o

Industrial 'personnel security review 403-09


claim files. 
Personal property claim files 
Agency claim files 
Local foreign claim files 
Army property damage claim files 

401-13.1 -Medical expense. claim files 
401-13.2,Article 139 claim files .----.. ----

- 403-0 0oy/•.

--. 403-20

-403-12


- 403-16 ,o Vk

.:-- 403-17 / 0 VI2


403-18

401-14 - Contract adjustment and claim deter- 403-19 .0Y ColY 

mination files. 
401-14.1 Navigable waterway violation files- -403-15 

AGO 5525A A-1




Old file No. 

401-15 
401-16 
401-16.1 
401-17 
through 
401-30 

401-31 
401-32 
401-33 
401-34 
401-35 
401-36 
401-37 
401-38 
401-39 
401-40 
401-40.1 
401-41 
401-42 
401-43 
401-44 
401-45 
401-46 

401-47 
401-48 

401-49 
401-50 
401-51 
401-52 
401-53 
401-54 
401-55 
401-56 

401-57 
401-58 

1­
401-59 
401-60 
401-61 
401-62 
401-63 

401-64 

401-65 

A-2 

I­

I.­

New fi. Vo. 
{ 

Claim .ontrol files ------ -403-,. 
Claim report files ------------------- 403-03 
Claim reference paper files ----------- 401-07 

.... ----------------------------------- Previously 
rescinded. 

Courts-martial administrative files ----- 401-02 
Courts-martial instruction files ...--- 401-01 
Courts-martial operating policy files 404-01 
General courts-martial files- 404-02 
Special courts-martial files (BCD) - 404-03 
Special courts-martial files 404-D4 
Summary courts-martial files ---------- 404-05 
Courts-martial locator files ----------- 404-06 
Courts-martial statistical files- ----- 404-07 
Prisoner report files .---------------- Rescinded 
Courts-martial reference paper files -- - - 401-07 
Country law studies files ------------- 405-01 
Foreign jurisdiction instruction files - 401-01 
Foreign jurisdiction case files ---------- 405-02 
TJAGO observer report files ----- 405-03 
Foreign jurisdiction reports files ------- 405-04 
Foreign jurisdiction reference paper 401-07 

files. 
Intellectual property instruction files - 401-01 
Intellectual property administrative 401-02 

files. 
Patent application security review files 406-02 
Rights in employee invention files...... 406-03 
Foreign patent filing files 406-04 
Patent and data munition control files- 406-05 
Patent license and assignment files 406-06 
Government-owned patent licensing files 406-07 
Copyright license and assignment files 406-08 ((. YRS 

Government copyright and trademark 406-09 
license grant files. 

Data release files 406-10 
Patent docket files 407-01 
Invention disclosure files -__407-02k-" 
Patent application files -. 407-03 . 
Patented files 407-04 
Copyright soliciting files 407-05 
Trademark soliciting and opposition 407-06 

files. 
Proffer and infringement claim docket 408-01 

files. 
Government asserted claim files .--------408-02 

AGO 552V 
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Old Nle No. New file No. 

I \401-66 Infringement allegation files ----------- 408-03 3S '


40t--67 Patent license proffer files ­ . .408-04 3o y'?


files.


- ment files.


agreement files.


files.


curement files.


files.


401--68 Patent administrative -claim files...--.-.408-05 3 yr'

401-69 Patent. infringement litigation files .. u.408-06 -3oD

401-70 Data licensing files ----------------- 408-07

401-71 Data litigation files ----------------- 408-08


401-72 Copyright licensing assistance files ----- 408-09

401-73 Copyright infringement claim files ----- 408-10

401-74 Copyright infringement litigation files -_ 408-11

401-75 Infringement legislative claim files . -408-12

401-76 License administrative files ---------- 408-13

401-77 Intellectual property opinion files ------- 406-01

401-78 Patent right folowup files - - - -409-01., 5 Y/2

401-79 Patent and data contract review files ---- 409-02

401-79.1 Intellectual property clause deviation 409-03


401-80 Royalty files ' .- - 409-04

401-81 Patent title clause files ------ 409-05

401-82 Invention exclusion clause files -- ----- Rescinded

401-83 Patent indemnity files ---------------- Rescinded

401-84 Data procurement problem files ------- Rescinded

401-85 Materiel screening files -------------- 409-06

401-86 Intellectual property foreign procure- 409-07


401-87 Intellectual property international 409-08


401-88 Intellectual property private litigation 409-09


401-89 Installation intellectual property pro- 409-10


401-90 Intellectual property reference paper 401-07


401-91 Litigation files 410-01
case .------------------

401-92 Legal representation files ------ 410-02


files.


files.


401-93 Tax negotiation files ..---------------- 410-03

401-94 Judicial information release files ------ 410-04

401-95 Appearance as counsel in civil court 410-05


401-96 Witness files ----------------------- 410-06

401-97 Litigation reference paper files -------- 401-07

402-01 Legislative instruction files ----------- 401-01

402-02 Legislative administrative files -------- 401-02

402-03 Legislative files ...--------------------- 411-01

402-04 Legislative comment files ------------- 411-02

402-05 Congressional correspondence files ­ ..411-03,/-L J; 3 Q0oi '

402-06 Congressional investigation files------- 411-04

402-07 Congressional visit report files ------- 411-05

402-08 Congressional liaison reference paper 401-07


-AGO-6525A - -A-3 
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Old file No. 

403-04)1 
403-02 
403-03 
403-04 
403-05 
403-06 
403-07 
403-08 
403-09 
403-10 
403-11 

403-12 
403-13 
403-14 
403-15 
403-16 
403-17 
403-18 
403-18.1 
403-19 

404-01 

404-02 
404-03 
404-04 
404-05 

404-06 
404-07 
404-08 
404-08.1 
404-09 
404-10 
404-11 
404-12 

New file No. 

Information administrative files _--------401-02 
Ceremony files ..--------. A~01 pL 1 

Public information instruAtion files- .---­401-01 c ,, 
Amateur rocketry files 412-02 
Public appearance schedule report files __-412-03 C o/ 

------------ 

--------------- 

v 
u 

L.Iv.I 

Public information report files- --­
News media and release files ---------­
Feature story review files ------------­
Research clearance files -------------­
Contractor information release files ----

Army-authored information clearance 
files. , 

Public inquiry files -----------------­
Army-community relations files -------­
Commercial film certification files -----­
News photographic files ------------­
Biography files --------------------­
Correspondent accreditation files ------­
Commercial authorship approval files ­

Charity contribution files ------------­
Informational service reference paper 

files. 
Command information administrative 

files. 

412-04 5)6 <& 
412-05 y' 'y 
412-06 
412-07 
412-08<•,­
412-09 r- z ;, 

412-10 
412-11 
412-12 
412-13 
412-14 
412-15 
412-16 
412-17 jZ 

401-07 

413-01 L 5, J 

Command information instruction files -_401-01 

Command information planning files --- 413-02 
Command information report files ------ 413-03 v 

Information publication distribution 
files. 

Newspaper files .-------------------­
News background files -------------
Program log files ------------------­
Musical program log files ------------­
Station program schedule files 
Radio transcription files -----------­
Television recording files ------------­
Command information reference paper 

files. 

-÷413-04 

413-05 /do/ -Iz 
413-06 
413-07 
413-08 
413-09 
413-10 
413-11 
401-07 

NEW FILE DESCRIPTIONS ADDED

Legal assistance operation files -------­
Legal assistance reporting files ------­
Popular names clearance files --------­
Motion picture and television clearance 

files. 
Congressional real estate acquisition

reporting files. 
Congressional real estate disposal re-

porting files. 

402-08 
402-09 
406-11 
406-12 

411-06 

411-07 
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