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FOREWORD

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

a. Establishing proper locations for maintaining records (offices

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

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ing to procedures of the superseded manual may be maintained according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

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

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

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

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

CURRENT RECORDS-CUSTODY AND
RESPONSIBILITY

1. Why Records and Efficient Records
Maintenance Practices are
Necessary

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

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

}d\’ @ Where Records Will Be Located

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

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

J
v
\

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

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

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

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

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

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

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

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

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

%3. Duties and Responsibilities

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

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

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

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

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

b, Records Officers appointed in accdrd-b

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

30 August 1961

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

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

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

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

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

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

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

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

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

(5) Always maintain a neat and orderly
file.

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

BASIC FILING ARRANGEMENTS

Planning Files

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

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

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

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

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

@ Basic Filing Arrangements

After considering which records are to be

filed as separate series of records, a method-

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

intended for the arrangement of all Air

Force records. Filing procedures for a spe- . .

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

Numerical

Ch:;onological_

Geographical

Organizational

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

6. Subject Arrangement

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

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

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

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

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

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

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

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

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

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

(‘si RCS Reports. y
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7. Numerical Arrangement

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

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

There are two methods for arranging rec-
ords numerically:

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

200

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

100

j 75-99 i \

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

s

Figure !. Conventional Numerical Arrangemant (Par 7a)

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

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

By the last group. Illustrated below is a

sample arrangement using the conventional
and terminal digit arrangement:

Terminal Digit
Conventional Primaryonly Primary and Secondary

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

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

8. Chronclogical Arrangement

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

AFM 181-4

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

9. Geographical Arrangement

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

cal location is of primary importance in '8

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

10. Organizational Arrangement

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

™~
T}
e
w

6 0l o2

HE!
y22 01 02
T

| t6 0) 02

j\\\\\

100 01 02

192 00 02
1 B7 00 02

) 46 00 02

143 00 02

<
@

139 00 02

133 00 02

127 00 02

23 00 0Z

t4 Q0 02

111 00 02

MMM

1 04 00 Q2

)] I

5 411

|

N D))

00 00 02

Z

Yool

™ RO AR

(=
P 4

T

S
8

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

2a. Using Primary Groups Only

2b. Using Primary and Secondary Groups

o
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¢ - tional arrangement is fundamentally an “al-

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

¢ both name and number organizational des-

FEBRUARY

JANUARY

I

DECEMBER

<

N
\

3 N

5 §

i o %

T 5 \

3 N

o — Q

/ : ] . \

Figure 3. Chronological Arrangement
{Par 8}

CALIFQRNIA

Williams AF Bose
Luke AF Base

Qavis-Monthan AF
Bose

N

ARIZONA

J

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

SIS

ALABAMA

Figure 4. Geographical Arrangement by State
(Par %)

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

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

FEAF

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

{ Avigtion Engr. Force

CONAC

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

\\\ NN

\L// LI

]
=]
.0

L

—_—

Figura 5. Organizational Arrangement
{Par 10}

I1. Alphabetical Arrangement

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

12. Case Filing

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

ject; while the individual documents in the .

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

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

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

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

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

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

! til the icular-

A - \

&b, Individual Files

.
-4

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

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

. 13. Use of Copyright Indexing and Filing

Systems

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

THE AIR FORCE SYSTEM FOR THE ARRANGEMENT
OF RECORDS BY SUBJECT

4. What This Chapter Contains

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

15. The Air Force Subjective Classification
System

®  a. Introduction. It has been said that:

8% “the best system ever devised is only as

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

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

) accomphsh the purposes for which it is de-

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

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

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

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

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

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

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

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

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

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

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

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

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

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

MIL 2 indicates that the subject of “Assign-

ment of Military Personnel” is related to

the major subjective category, MILITARY -

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

RS

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

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

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

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

ISTRATION, is used. If subjects are added

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

MIL 1 Assignment and Reassignment

1-1 Attached

1-2 Permanent Change of Sta-
tion

1-3 Temporary Duty

(added) 1-4 Flying Status

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

(4) Avoid. setting up folders that will

contain only one or two papers.

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

(b) Do not use a subdivision merely

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

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

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

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

ﬁed MED 4-3.
RIGINAL

of AF Form 80, “Files
+rederd-

as will be maintained in

_ﬁ_gnt of the current gomorml-sassesmandense

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

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

eneral correspondence ac-

5 ”c {/ of=this-systems)

5 hﬂu‘ @Classnfymg Correspondence

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

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

research and development on the item. Like- °

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

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

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

in the

17. Cross-Referencing

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

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

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

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

b. Name Cross-Referencing. Air Force

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

When such an index is warranted, it will be -

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

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

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

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

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

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

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

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

(4) From.
nator.

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

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

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

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

Indicate document origi-

(2) When Fast Copies Are Used. Mark,

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

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

nE
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Chapter 4
FILES PROCEDURES

18. What This Chapter Contams

This chapter contains instructions for:

a. Filing 'to facilitate disposition of

records.
b. Maintaining classified records.

¢. Preparing and assembling correspon-
dence for file.

d. Using guides and folders.

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

h. Sorting records.

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

19. Adaptation of Filing Procedures
To Facilitate Disposition of
Records

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

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

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

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

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

the 2 basic elements of this system. These

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

c. Files Maintenance and Disposilion Plan:

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

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

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

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

ATE SERIES

FILES

GENERAL CORRESPONDENCE

(MISSION)

FILES

GENERAL CORRESPONDENCE

{OFFICE ADMINISTRATION)

TRANSITORY FILES

Figure 10. File Drawer lllustrating Placement of AF Forms 82

FILES MAINTENANCE AND DISPOSITION PLAN
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1 August 1963
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Figure 10a. Files Maintenance and Disposition Plan {Policy Meking Office).
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sion” and “office administration” portions
of the file as separate items (see figure 10a):
Then list specific subjects making up each
portion of the file (see paragraph 15g and
figure 10a). On the form, list records series
in the sequence that best suits the needs of
the using office.

(¢) Column 5C. Self-explanatory

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

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

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

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

ward the copy to the responsible records

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

cerned.

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

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

d. Files Disposition Control.

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

18
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WGP 1M OF 110144

1. TIME Ok DESCRIPTION OF RECORDS SERIES

3. GENERAL CORRESPONDENCE
FILES (Office Admin-
istration)

-. 2. 'rmcmras Nglmgiaa (23 -5

1 Is curorr mstrucrions

31 December

4. DISFOSITION INSTRUCI’IONS .

Destroy after 1 yea.r.

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

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

Figure 10b. Files Disposition Control Label.

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

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

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

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

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

It is important that «ll records following a

as distinguished from .

ide_card have the same refention period.

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

(b) Replacement or Reuse of Cards:

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

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

(¢) Exceptions:

1, When it isn't feasible to affix

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

2. Do not prepare AF Forms 82

for records maintained for a period of time

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

(3) Preparation:

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

to code papers for filing in series other than

correspondence files,

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

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

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

1. If series has a short retention

AFM 181-4C

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

e Destroy 6 ‘months affer cut-off).

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

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

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

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

(a) Mission
spondence.

“Managerial” Corre-
Correspondence files at these

levels documenting Air F nd-

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

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

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

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

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

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

lowing action be tg
the records would

alifible for disposal within 80 days.

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

AFM 181-4B

les, office polic

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

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

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

(4) XKecords disposable in 1 year or

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

e

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

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

*20. Filing Secvurity-Classified
Records

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

of se-.

B 9

File classified records separately, emce:oto

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

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

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

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

¥ written on them as illustrated in figure 7.

i

} However, certain documents, such as re-

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

and other temporary fasteners.

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

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

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

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

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

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

20.2
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%22. Assembling Correspondence for

Filing

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

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

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

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

b. Letter With Indorsements (See Figure
12},

(1) Arrange correspondence as follows:

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

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

(2) Arrange the pages as follows:

BASIC LETTER

FIRST PAGE

SECOND PAGE

INCLOSURES [N NUMERICAL SEQUENCE

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

LAST INDORSEMENT (Signature Page)

BASIC COMMUNICATION (Pagel)

BASIC COMMUNICATION {Page 2)

Ist INDORSEMENT {Poges 3and4)

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

ATTACHMENT | (Pages t, 2, etc.)

ATTACHMENT 2 ( Pages I, 2, etc.}

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

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

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

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

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

concerned with previous documents relating

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

stituted for papers brought forward from G

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

0 Fastening Practices

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

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

\

Preparation and Use of Guides
and Folders

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

“graph 194. Alphabetical subdivisions listed

in appendix B may be utilized for alpha-

MASKING TAPE

PRONG FASTENER

Figure 12a. Use of Musking Tape on Prong Fasteners

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

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

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

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

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

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

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

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

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

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

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

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

the label on the folder will correspond to

the position of the refafed guide. Typ-

Y\(/

tion to the guide used to introduce _each

m% the information on the label is preferred.

Place folders behind related
gu1des _File papers within the folder so

that the e_latest date will always be at the

front Do not overload folders. When the

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

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

20.5
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/ TNG - Training 957 |
[]

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

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

[ N—_——

/ PUB-

PUBLISHING AND PUBLICATIONS

[}

MIL 2 Assiqnmunl-l_!nnssiqmnr 1957

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

MIL | Absence 1957

/.

ML 1 ABSENCE o \

ML -

= Military Personnel Mmmlsirollon 1937 :

ML -

e
MILITARY PERSONNEL ADMINISTRATION \

MGT

= Administrative Management 1957 |
|

4

MGT -

- ADMINISTRATIVE MANAGEMENT \

LEG

- Legal Administeotion 1957 ;

LEG

1]
H
- LEGAL ADMINISTRATION \
T

\\ \\‘\\‘\ ARRRRRRRY

INV =

Investigations ond tnspedtion 1957 1

NV -

INVESTIGATIONS AND INSPECTION

ADM-

Gffice Adminlsrruiic\n( Dz )
¥ 3 - '

ERNAN

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

and so

ADM -

GFF}\CE ADMIKISTRATION

AEA

AN AN NIIIIIIIIN A A

/TT—" T

FIRST POSITION

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

forth, if practmal {See

15d (3).)

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

SECOND POSITION 'HIRD POSITION

(ADD FURTHER SUBDIVISIONS IN THIRD
POSITION)

ey
also par // é Labeling Cabinets

Label each unclassified file drawer to iden-

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

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

d

TRS 3 CUSTOMS ENTRY \

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

TAS 2-4 LOSS AND DAMAGES

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

g | TRS 2-3 Fraeight - 1957

TRS 2-2 Carrier Representation 1357

:. TRS 2~ Carrier Agreements 1957

S

TRS 2- CARRIER AGREEMENTS  ° \

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

ol
ol o
i B4

| R

1
1
b

it

TRE~ Transportetion

RAUEBRLEN N ™

1]
(]
1
1
[

TRS-TRANSPORTATICN

TNG- Traming
TRG =T RAINING

]

g
[ IR
1
L

A A I //// ;//V

~

SEC-Security
‘ik” SECURITY

A

-

i
Lt
~

16T~ Administrative Marogement
GT-ACMINISTRATIVE MANAGEMENT

p?

3

]

[ J—
el

\W‘\\ AN

ADM-Office Adminstration -
ACM-CFFICE ADMINISTRATION

I~
J

\
./v

FIRST POSITION SEGOND POSITION THIRD POSITION

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

27. Sorhng a. Methods:

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

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

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

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

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

Figure 15. Correspondence Sorter (Par 27)

AFM 181-4A

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

| =
e e e o]

Figure 16, Ruack Sorter (Par 27)

- b. Equipment:

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

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

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

23
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%28. Use of Charge-Out Forms %

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

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

cards borrowed for use by personnel both

. outside .and.within the immediate office of -

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

29. Files Cut-off Procedures

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

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

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

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

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

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

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

SUBJECT: Conservation of Equipment and Space Occupied by Records

TO: {Distribution: 8)

Expires 81 August 1966 unless sooner rescinded or superseded.

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

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

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

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

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

4. Action Required:

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

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

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

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

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

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

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

C cshanged for nonsecurity type of filing cabmets

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

necessary action.

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

' from new or materially expanded offices.

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

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

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

as & basis for cimcumventing this moratorium is prohibited.

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

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

3, AFM 181-5, for calculation guidelines.

'BY ORDER OF THE SECRETARY OF THE AIR FORCE

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

11 Feb 65

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

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

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

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

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

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

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

lar supplies will be used until the supply is
exhausted.

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

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

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

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

¢ 3

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

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

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

c. Labels, Gummed one side, blank, in

fanfold strips, 834” x 114".

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

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

(4) AF Form 82,
Control Label.”

“Files Disposition

THIRD

SEGOND POSITION

FIRST POSITION

POSITION

...........

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

{Par 332)

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

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

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

beppp— DR, /4

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

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

a. Specialized Filing Equipment. This

equipment is authorized to store records of

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

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

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

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

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

data.
Sy

- L3

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

The procedures prescribed below are
considered the minimum necessary to effect

R

/ll“’“

v‘/
4

w "
A

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

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

e A g

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

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

: MM pprove or disapproveleach request

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

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

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

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

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

T

'

/MM}UMJV M{?M
/,_muu:(- a«wto—-’”'-

AC%”CJL""W&‘L f[.f.f//‘wt

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

ﬁnancl 1 operatlons

part One, vol I) ]

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

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

Revises niedical inventory munagement systém procedures in support of

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

AFM 181-4D

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

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

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

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

2l oRded e Sop )

35. Open Shelf Filing

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

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

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

AFM 1814

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

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

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

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

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

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

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

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

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

2. Cost (Approximate):

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

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

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

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

to be packed and refiled.

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

Open Shelf Equipment

5-Drawer Cabinets

7. Filing Operations:

a. Removing and re-
placing folders:

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

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

d. Folder scarching:

¢, Indexing and
charge out;

f. Height:

g- Distance:

h. Classified records:

20 to 35% faster.

10 to 209 faster.

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

20 to 35% faster.

Same as used for records stored in
in cabinets,

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

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

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

Faster, for opposite reasons,

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

Cabinets are spread over larger
area.

8. Filing Accessories:
a. Guides:

b. Folders:

c¢. Dividers:

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

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

Standard file guides cost about
$4 per hundred.

Same.

Compressors or metal dividers
are used,

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

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

Records are hidden.
Dust is no problem.

10. Hazards:
a. Fire;

b. Water Sprinkler
Systems:

Normal fire precautions should
suffice,

Metal covers over top shelf mini-
mize water damage.

Better protection.

Better protection.
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Appendix A

AIR FORCE SUBJECTIVE CLASSIFICATION SYSTEM

AEM 1814
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1. This Appendix contains:

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

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

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

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

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

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

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

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

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

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

O

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

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

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

c. Records pertaining to charity cam-
paigns;

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

e. Local mail handling and control;

f. Local security operating procedures;

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

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

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

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

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

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

g. INV-INVESTIGATIONS AND IN-.

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

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

20 February 1958

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

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

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

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

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

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

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

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

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

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

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

AFM 1814

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

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

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

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

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

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

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

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

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

14 Promation and Demotion
16 Recruitment and Placement

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

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

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

Adjustments and Corrections

Allocation, Sub-Allocation Ledg-
ers :

Allotment Ledgers

Subsidiary Allotment Ledgers

1-3
1-4
1-5

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

4-2

4-3

6-2

AFM (814
Arnnual Budget Authorization
Claims '
Collections

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

Chart of Accounts

Special Activities and Tenants
7-2 Records

General Ledger Control Accounts

Subsidiary Ledgers and Files

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

Canada

Korea

South Africa
United Kingdom

8-2 ANZUS

g3 MAP (formerly MDAP)

84 NATO

8-6 SHAPE

9 Monetary Property Accountmg

9-1 Equipment

9-2 * Inventory Accounting, Monetary

-3 Real Property '

10 Nonappropriated Funds

10-1 Revenue Producing Activities and Funds

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

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

Laundry and Dry Cleaning Services
Printing Sérvices

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

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

Commissary Division
General Supplies Division
Medical-Dental Division

iz Working Capital Funds

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

© 16 Survey, Reports of

Installations Management—INS

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

Ajr Conditioning Systems

Electrie Plants and Systems

Gas Plants and Systems

Heating Plants and Systems

Sewage. Plants and Systems

Water Plants and Systems
2 Family Housing

2-1 FHA Housing

2-2 Title VIII Housing (Wherry Housing)

3 Planning Engineering

31 Construction Planning (Program and

Projects) '

3-2 Design Criteria

3-3 Master Planmng (Programs)

4 Real Estate

4-1 Acquisition

4.2 Disposal

43 Utilization

Intelligence—INT

1 Collection—Dissemination

1-1 Attaches, Air

1-2 Briefing

1-3 Captured Materiel

14 Clandestine Source

1-6 Communications—Electronics

Communications
Collection—Dissemination
Interceptmn
Electronics .

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

1-9

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

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

gi'_s\ - Estimates - v

=1~

2-2

2-38

2-5
2-6

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

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

AFM 1814

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

3
f
;

-k

St T

Investigations and Inspections—INV

1 Administrative Inspections and Visits

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

3 Criminal Investigations

4 General Inspections

5 Loyalty and Security Investigations

5-1 Civilian Employees

H=2 Contractor Employees

5-3 Contractors

5-4 Military Personnel

5-5 “Specal Files”

6 Special Ingpections

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

1

8

9

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

Development
Experimental Items
Portrayal
Test and Evaluation

Distribution

Exchange Agreements

Hydrographic Charts

Maps

Production

Requirements

Source Materials
Evaluation of
Dissemination
Procurement
Utilization

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

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

Medicine and Dentistry—MED

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

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

2-1

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

o

6-1
6-2
6-3
e

7-2
-3
T-4

7-5
7-6
-1
7-8

8-1
8-2

AFM 1814

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

Administrative Managemeni—MGT

1

1-1

1-2

1-3
14

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

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

£g——Ground-Safoly .

3-1 Education and Training
Safety Awards
Safety Educational

Materials

Training and Capter Development
Visual Aids

3-2 Engineering & Redearch
Facilities
Materiel aptd Equipment

ngineering & Research

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

34

fes

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

5 Interservice Relations (Joint Activities)

6 Management Planning and Improvement

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

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

Promotional .

20 February 1958

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

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

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

Military Personnel Admmus’rrahon—MIL
1 Absence

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

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

- b1 Misconduct

Administrative Reprimand
6 Identification

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

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

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

14-2

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

AFM 1814

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

Materiel Maintenance Engineering—MTN

1 Conservation Practices

2 Contractor Technical Assistance

3 Equipment Histories

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

5 Modification

6 Performance Dsata

7 Preventive Maintenance

8 Repairs

9 Technical Order, Compliance

10 Unesatisfactory Reports

Operations—OPS

1 Air Baseg, Use of

1-1 Domestic

1-2 Foreign

1-3 Site Surveys

2 Air Traffie Control

2-1 Aireraft Dispatch and Clearance

Identification

2-2 Air Routes

2-3 Control Tower

24 Flight Rules and Regulations

&-prm——Plght-Safety—

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

' Clandestine Operations

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

PHoi’ography—PHO

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

2-2
2-3

-1
5-2

6-1
6-2
6-3

6-4
7

71
-2
7-3
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O

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

Police Operations—POL

1 Police Administration

1-1 Authority and Jurisdiction

1-2 Civil Police Liaison

1-3 Comp'aints
Individual Case Files

14 Disposition of Offender Reports

15 Gate Guarding

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

1-7 Patrolling

1-8 Permits (Hunting, Fishing, Firearms,

ete.)

1-9 Property

1-10 Records of Events (Desk Journal)

1-11 Relief Schedules

1-12 Reports of PM Activities

1-13 State of Discipline

1-14 Traffic Control

1-16 Vehicle Registration

2 Corrections

2-1 Casual Prisoners

2-2 Confinement Administration

2-3 Confinement Operations

2-4 Prison Administration

2-5 Prisoners Complaints

2-6 Prisoner's Individual Records

2-9 Restoration and Clemency

2-8 Retraining of Prisoners

Procurement—PRO-

1 Contract Administration

1-1 Contractor’s Records

1-2 Cost Reimbursement (Approval of Cost)

1-3 Price Redetermination {Renegotiation)

wpl—d Subcontracting
1-6 Tax Exemption

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

:;;5!

Ko

AFM 1814 ;-

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

Default o

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

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

81 Distribution and Procurement
3-2 Format and Editorial Policy

Bulletins
Digests
Directories
Indexes
Letters
Manuals
Memoranda
Periodicals
Regulations

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

4 Review and Coordination

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

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

tary wing; and trainer).

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

and rotors)
Airfoils
Boundary Layer Control
Design Criteria

External and Internal Flow

Filuid Mechanies

Turbulence

Wind Tunnel Studies
1-2 Alighting Gear

Antiskid Devices

Brakes

Cross-wind Landing Devices

Floats

u» Skis

amphibian; J i

S TSN

+ e
TFerLTY

¥
e
L)

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

20 February 1958

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

2-9
2-10
2-11

2-12

2-13

2-14

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

4-13
5
5-1

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

Chemistry

Analytical Physieal
Inorganic
Organie

Communication

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

Electronics

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

5-2

5-8

54

6

6-1

62

7
-1

AFM |Bl-4

Screening

Signal Search and Analysis

Simulation
Components, Techniques and Tests

Amplification

Antennag and Antenna Shelters

Detection

Interference Reduction

Meters

Modulation

Moving Target Identification

Remoting Devices

Signal Analysis

Signal Generators
Electromagnetics

Analysis

Wave Propagation
Electronic and Electrical Parts

Ammeters

Condensers

Electronic Tuabes

Heating Elements

Inductors

Insulation

Lamps

Magnetic Amplifiers

Plugs and Connectors

Regulators

Resistors

Transformers

Transistors

Voltmeters

Wire

Engines

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

Equipment

Air Base Equipment
Auxiliary Power
Camoufiage
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AFM 1814

Construction and Maintenance

Equipment

Fire, Crash and Salvage Equipment

Lighting and Marking
Materials Handling
Personnel Carriers
Structures

. -2 Clothing and Protective Equipment

“

Anti-hazard Clothing
Environmental Clothing
Eye Protection

Flying Clothing
Helmets

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

-3 Machine Elements and Hardware

Bearings

Cams

Fastenings

Fittings

Gears

Mechanical Servos
Movements and Mechanisms
Springs

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

Aerial Pickup and Tow

Airborne Land Rescue Equipment
Airborne Sea Rescue Equipment
Detection Devices

Droppable Survival Gear
Flotation Gear

Personal Survival Clothing
Rescue Boats and Equipment

-6 Test Support
Aerial
Range
- Trainers and Simulators

Air Vehicle Trainers

Bombing System Trainers
Electronic Equipment Trainers
Fire Control Trainers
Navigation Trainers

Targets and Scoring Devices

7-8 Quartermaster Type Equipment

Bedding

Cleaning and Sanitation Equipment

Food and Rations

Food Containers and Dispensers
Food Preparation Equipment
Furnishings

Personal Care Equipment
Shelters

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

84 Hydocarbon Fuels

8- Qils

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

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

9-1 Alighting Gear

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

94 Electrical Equipment

9-5 Instruments

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

-8 Stability and Control

g-9 Test Vehicles

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

11 Instrumentation

11-1 Aircraft

11-2 Armament

11-3 Electronics

114 Guided Missiles

11-5 Laboratory

11-6 Optical

11-7 Range

11-8 Special Weapons

i2 Materials

12-1 Chemicals

12-2 Metallurgy and Metallies
Alloys

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

14-1 Air Evacuation

14-2 Allergy

14-3 Anatomy

14-4 Aviation Medicine

14-5 Bacteriology

14-6 Biochemistry

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

14-9 Dentistry
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14-10 Dermatology

14-11 Entomology

14-12 Epidemiolegy

14-13 Immunology

14-14 Military and Field Medicine
14-15 Neurology

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

14-19 Otorhinolaryngology
14-20 Parasitology

14-21 Pathology

14-22 Pharmacology

14-23 Physiology

14-24 Preventive Medicine
14-25 Radiobiology

14-26 Radiology

14-27 Surgery

14-28 Toxicology

14-29 Veterinary Medicine
14-30 Virology

15 Meteorology

15-1 Atmospheric Hydrodynamics and Circu-
lation Temperature

15-2 Balloon Probing and Transport System

15-3 Climatology

156-4 Micrometeorology

16-5 Synoptic Techniques

15-6 Thunderstorms

16-7 Visibility

16-8 Water, Clouds and Hydrometers

15-9 Weather Forecasting

15-10 Winds, Turbulence and Diffusion
16 Military Psychology

16-1 Intelligence Operations Techniques

16-2 Psychological Warfare Methods

17 Navigation and Navigation Instruments and
Equipment

17-1 Ground Reference Navigation

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

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

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

AFM 1814
Inertial
Pogition Indicators
174 Terminal Contrel of Air Vehicles

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

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

19-1 Agsignment

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

19-8 Psychophysiology

19-9 Selection

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

Relations & Liaison—REL

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

for

T
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Security—SEC

1 Counter Intelligence

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

2 Physical Security

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

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

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

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

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

3-6

4-1

!‘h

2

l?l:n

LI L%

B-7

L

6

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

Training—TNG

1

11
1-2
1-3

-1
3-2
3-3

4-1

Administrative Training and Facilities
(Schools)

Administrative Procedures
Management Training
Secretarial Training

Air Academy

Civilian Components
Air Force Reserve
Air National Guard
Civil Air Patrol

Collateral Training

Aircraft Recognition

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

Rates)
Air
Bills of Lading
Chemicals, Explosive and Inflamma-~
bles
Demurrage
Diversion and Reconsignment
Embargoes
Express
Forwarding and Loading
Household Goods
Motor Carriers
Rail
Car Control and Supply
Storage in Transit
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2-5
2-6

1814

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

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

4
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RELATIVE INDEX

Absence: (Leave)

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

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

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

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

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

AFM 1814

Basic:

Flying:

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

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

AirOrderof oo .. INT 2-3

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

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

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

Warfare

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

Schools. oo ool TNG 9-1

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

Flying:

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

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

Contraet oo oo PRO 3-1

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

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

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

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

Annual Authorizations. .. ____________ FIN 1-3

Eatimates . oo oo FIN 4-3

Federal . _ . ... FIN 4-4

Office oo e ADM 2

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

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

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

Civilian. oo CIV 5

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

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

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

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

Contracts. oo oo PRO 4-1

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

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

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

AFM 181-4
Center Oprrations. .o oooociooao- COM 1
Collection {Interception of
Intelligence Information) ... ...__. INT 1-5
Cryptosecurity.. - ooouroceacaa...COM 2-1
Plant-in-Place (Facilities). . - _cccenan-.. COM 4-5
Relay Centera_ .o .oeeoameeeaon. COM 1-3
Research. _ i R&D 4
BeouritY o ol COM 2
(87071 +1 7, YN COM 2-1
Physienl. oo e COM 2-2
Transmission. -« - cccecccccccceaeonav- COM 2-3
Bystems.. .. oooooooceoaooeoeo...COM 3
Airhorne. o e ans COM 3-1
Research. - ccevorocreccmeccecaas R&D 4-3
Compensation
Death, for.. . ccoemm e eeccaeeeee .-CIV 3
Injury, foro oo eaa CIV 3
PBY - mecmeccmmrccccrmeeccv—maaan MIL 8-3
Compilation, Photography . _______....... R&D 20-1
Complaints: ’
Investigation of . ... .. INV 2
Police, 60 e o oo ieaean POL 1-3
Prisoners. - - oo - ooooeocoeccaannea-o-FPOL 2-5
Compliance, Technical Orders.__..........MTN 9
Components:
Aifreraft, Researchon_ . __.....__.. R&D 1-3
Civilian Training (Reserve). . ...___ TNG 3-1
Electronies. Research on. oo oo oo R&D 5-2
Guided Missiles Research. .. ... R&D 9-2
Composition, Atmospheric Physica......_... R&D 22-8
Computation. ... iaaaaas R&D 13
Computers, Armament__ - oo iceeananan R&D 2-6
Conduct:
Civiliang. o oo cemamaaan CIV 3-4
Disciplinary Actions__________...oao.. CIV 4-1
Favors and Gratuities____._ . _._-.co... CIV 4-2
Miltary . oo ea e iama——- MIL 5
Conference Rooms - _ & o oo caaociocoaceaaas ADM 8-1
Confinement :
Administration_ - ... oo ee..-..POL 2-2
Operations. .. ..o ocooeeeeaoooooo-.-.-POL 2-3
Congressional Inquiries. o _aoaan REL 3-1
Conservation:
Practices. . . .ceaacccemmcmmmeeos MTN 1
Supplies. oo oo .. BUP 5-2
Constitution of Qrganizations_____________. MGT 8-3
Construction:
Pacilities. . oo mimaccceaee- INS 1
Planning- - oo INS 3-1
Contract:
Administration. c oo ov oo vo e RO 1
LT 7 PR PRO 4-1
Finaneing. .. oo oo caai PRO 2
Placement . - o oo eccaeeaaa PRO 3
Specifications. e oo PRO 3-8
Ty PESaae e cmscasmmccameecma———amn——n PRO 4-2
Contractor: :
Employees:
Loyalty s INV 5-2
Seeu