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	1. 
	ADMINISTRATION
	
	
	

	1.1. 
	FILE PLAN
	B
	1
	1

	1.2. 
	SUSPENSE CONTROL (MAIL LOG - ELECTRONIC)
	E
	1
	2

	1.3. 
	GENERAL CORRESPONDENCE 
	E
	1
	3

	1.3.1. 
	Meetings-Conferences
	E
	1
	3

	1.3.1.1. 
	MOWG Conference
	E
	1
	3

	1.3.1.2. 
	Region
	E
	1
	3

	1.3.1.3. 
	National
	E
	1
	3

	1.3.1.4. 
	Commander's Calls
	E
	1
	3

	1.3.1.5. 
	Wing Staff Meeting
	E
	1
	3

	1.4. 
	TAs, MSAs (ORIGINALS FY)
	E
	1
	4

	1.4.1. 
	TAs
	E
	1
	4

	1.4.2. 
	MSAs
	E
	1
	4

	1.4.2.1. 
	EALs
	E
	1
	4

	1.5. 
	PAs (ORIGINALS CY)
	B
	1
	5

	1.5.1. 
	Finance
	B
	1
	5

	1.6. 
	TAs, MSAs, PAs (DISTRIBUTION COPIES)
	E
	1
	6

	1.6.1. 
	PAs Unit (Distribution Copies)
	E
	1
	6

	1.7. 
	REPORTS
	E
	1
	7

	1.7.1. 
	Communications
	E
	1
	7

	1.7.1.1. 
	Net Check-Ins
	E
	1
	7

	1.7.1.2. 
	Emergency Communications Plan
	E
	1
	7

	1.8. 
	MEMORANDUM OF UNDERSTANDING (MOUs) (ORIGINALS)
	B
	1
	8

	1.9. 
	MEMORANDUM OF UNDERSTANDING (MOUs) (INFORMATION COPIES)
	B
	1
	9

	1.10. 
	MEETING MINUTES (ORIGINALS-FY)
	B
	1
	10

	1.10.1. 
	Wing Finance Committee
	B
	1
	10

	1.11. 
	Meeting Minutes (Originals-CY)
	B
	1
	11

	1.12. 
	Meeting Minutes (Information Copies)
	B
	1
	12

	1.13. 
	Publications (Record Sets)
	E
	1
	13

	1.13.1. 
	MOWG Supplements
	E
	1
	13

	1.13.2. 
	MOWG Financial Management Procedures (FMPs)
	E
	1
	13

	1.14. 
	Publications (Information Copies)
	E
	1
	14

	1.14.1. 
	Regulations and Instructions 
	E
	1
	14

	1.14.2. 
	Pamphlets and Handbooks
	E
	1
	14

	1.14.3. 
	Manuals and Guides
	E
	1
	14

	1.14.4. 
	Reserved
	
	
	

	1.14.5. 
	Forms
	E
	1
	14

	1.14.5.1. 
	Air Force
	E
	1
	14

	1.14.5.2. 
	CAP
	E
	1
	14

	1.14.5.3. 
	MO State
	E
	1
	14

	1.14.5.4. 
	MOWG
	E
	1
	14

	1.14.5.4.1. 
	Financial
	E
	1
	14

	2. 
	RESERVED
	
	
	

	3. 
	EDUCATION AND TRAINING
	
	
	

	3.1. 
	CADET PROGRAM ACTIVITIES OR WORKSHOPS
	E
	3
	1

	3.1.1. 
	Drug Demand Reduction (DDR) Program
	E
	3
	1

	3.1.2. 
	MOWG CTG Encampment
	E
	3
	1

	3.2. 
	PROFESSIONAL DEVELOPMENT TRAINING DOCUMENTS
	E
	3
	2

	3.2.1. 
	CAPFs 11 Senior Programs Director’s Report
	E
	3
	2

	3.2.2. 
	CAPFs 24 Senior Applications
	E
	3
	2

	3.2.3. 
	CAPFs 46
	E
	3
	2

	3.2.4. 
	CAPFs 17
	E
	3
	2

	3.2.5. 
	CAPPs 222
	E
	3
	2

	3.3. 
	AEROSPACE EDUCATION CORRESPONDENCE
	E
	3
	3

	3.3.1. 
	Reports
	E
	3
	3

	3.3.2. 
	Plan of Action
	E
	3
	3

	3.4. 
	TESTING MATERIAL CONTROL DOCUMENTATION
	E
	3
	4

	3.4.1. 
	Test Inventory Logs
	E
	3
	4

	3.4.2. 
	Test Control Officer
	E
	3
	4

	4. 
	CHAPLAIN AND CHARACTER DEVELOPMENT INSTRUCTOR
	
	
	

	4.1. 
	STATISTICAL REPORTS (CAPFs 34 and 34A)
	B
	4
	1

	4.2. 
	APPOINTMENT APPLICATION (CAPFs 34 and 35A)
	B
	4
	2

	4.3. 
	NEWSLETTERS
	B
	4
	3

	5. 
	INSPECTOR GENERAL
	
	
	

	5.1. 
	INSPECTION GUIDES
	B
	5
	1

	5.1.1.  
	CI
	B
	5
	1

	5.1.2. 
	SAV
	B
	5
	1

	5.1.3. 
	SUI/USA
	B
	5
	1

	5.1.4. 
	Logistics
	B
	5
	1

	5.2. 
	INSPECTION REPORTS/SELF-INSPECTION REPORTS
	B
	5
	2

	5.2.1. 
	CI - MOWG
	B
	5
	2

	5.2.2. 
	Other Wings
	B
	5
	2

	5.2.3. 
	SAV
	B
	5
	2

	5.2.3.1. 
	Wing Staff Folder Inputs
	B
	5
	2

	5.2.4. 
	USA
	B
	5
	2

	5.2.5. 
	Logistics
	B
	5
	2

	5.3. 
	INSPECTION REPORTS/SELF-INSPECTION REPORTS (SUIs)
	B
	5
	3

	5.4. 
	IG COMPLAINTS
	P
	5
	4

	6. 
	FINANCIAL MANAGEMENT
	
	
	

	6.0. 
	GENERAL CORRESPONDENCE
	B
	1
	3

	6.0.1. 
	Finance Committee
	B
	1
	3

	6.0.2. 
	WFA
	B
	1
	3

	6.1. 
	ACCOUNTS PAYABLE
	B
	6
	1

	6.1.1. 
	Receipts/Invoices
	B
	6
	1

	6.1.2. 
	Invoice Approvals
	B
	6
	1

	6.1.3. 
	Payments
	B
	6
	1

	6.1.3.1. 
	General Funds
	B
	6
	1

	6.1.3.2. 
	Unit Funds
	B
	6
	1

	6.1.3.3. 
	Cadet Funds
	B
	6
	1

	6.1.4. 
	NHQ Draft Backs
	B
	6
	1

	6.1.5. 
	Bank Transfers
	B
	6
	1

	6.1.6. 
	Credit Accounts
	B
	6
	1

	6.1.7. 
	State OASR Purchases
	B
	6
	1

	6.1.8. 
	Aircraft Maintenance
	E
	6
	1

	6.1.8.1. 
	Invoices
	E
	6
	1

	6.1.9. 
	Purchase Orders
	E
	6
	1

	6.1.10. 
	Unit Authorizations CAPFs 172
	B
	6
	1

	6.1.11. 
	Vehicle Maintenance
	E
	6
	1

	6.2. 
	ACCOUNTS RECEIVABLE
	B
	6
	2

	6.2.1. 
	NHQ EFTs
	B
	6
	2

	6.2.2. 
	Customer Invoices
	E
	6
	2

	6.2.3. 
	Credit Memos
	E
	6
	2

	6.2.4. 
	Deposits
	B
	6
	2

	6.2.5. 
	Grants
	E
	6
	2

	6.2.6. 
	PayPal
	B
	6
	2

	6.2.7. 
	Monthly Rebates
	B
	6
	2

	6.2.8. 
	e108 Batch Reports
	B
	6
	2

	6.3. 
	GENERAL LEDGER
	E
	6
	3

	6.3.1. 
	Journal Entries
	B
	6
	3

	6.3.2. 
	Wing Banker Unit Funds
	B
	6
	3

	6.4. 
	AUDIT RECORDS
	B
	6
	4

	6.4.1. 
	Quarterly Internal Financial Reviews
	B
	6
	4

	6.4.2. 
	WFA Visits
	E
	6
	4

	6.5. 
	BUDGETS
	B
	6
	5

	6.5.1. 
	Wing
	E
	6
	5

	6.5.2. 
	Units
	B
	6
	5

	6.5.3. 
	OASR State Budgets
	B
	6
	5

	6.6. 
	CHECKING ACCOUNTS
	B
	6
	6

	6.6.1. 
	Fiscal Year XX (Jan - Sep)
	B
	6
	6

	6.6.1.1. 
	Checking
	B
	6
	6

	6.6.1.2. 
	Savings
	B
	6
	6

	6.6.2. 
	Fiscal Year XX (Oct - Dec)
	B
	6
	6

	6.6.3. 
	Checking
	B
	6
	6

	6.6.4. 
	Savings
	B
	6
	6

	6.7. 
	WING FINANCIAL STATEMENTS
	E
	6
	7

	6.7.1. 
	A/P Reports
	E
	6
	7

	6.7.2. 
	A/R Reports
	E
	6
	7

	6.7.3. 
	State OASR Reports
	E
	6
	7

	6.7.4. 
	NHQ Reports
	E
	6
	7

	6.7.5. 
	Monthly Finance Reports
	E
	6
	7

	6.7.6. 
	Unit Reporting
	E
	6
	7

	6.8. 
	WING TAX FORMS
	B
	6
	8

	6.8.1. 
	IRS Form 990
	E
	6
	8

	6.8.2. 
	Vendor IRS Forms W-9
	B
	6
	8

	6.8.3. 
	Donation Receipts
	B
	6
	8

	6.9. 
	CAPFs 172-3c
	E
	6
	9

	6.10. 
	INVESTMENT STATEMENTS
	B
	6
	10

	6.10.1. 
	Dreyfus
	B
	6
	10

	6.10.2. 
	John Hancock
	B
	6
	10

	6.10.3. 
	American Balanced
	B
	6
	10

	6.11. 
	PAYROLL RECORDS
	E
	6
	11

	6.12. 
	REAL PROPERTY AND EQUIPMENT
	E
	6
	12

	6.12.1. 
	Fixed Asset Report
	E
	6
	12

	7. 
	LEGAL
	
	
	

	7.1. 
	LEGAL RECORDS
	B
	7
	1

	7.1.1. 
	Leases/Contracts
	B
	7
	1

	7.1.2. 
	Special Events Approvals/Fundraisers
	E
	7
	1

	7.1.3. 
	Hold Harmless Agreements
	B
	7
	1

	7.2. 
	Governmental Inquiries
	E
	7
	2

	8. 
	OPERATIONS
	
	
	

	8.0. 
	General Correspondence
	E
	1
	3

	8.0.1. 
	Flight Clinics
	E
	1
	3

	8.0.2. 
	WMIRS Funding
	E
	1
	3

	8.0.3. 
	Planning
	E
	1
	3

	8.1. 
	Pilot and ES Qualification Documentation
	B
	8
	1

	8.1.1. 
	SQTRs
	B
	8
	1

	8.1.2. 
	Certificates of Completion
	B
	8
	1

	8.1.3. 
	Checkride Documentation
	B
	8
	1

	8.1.3.1. 
	CAPFs 5
	B
	8
	1

	8.1.3.2. 
	CAPFs 91
	B
	8
	1

	8.1.4. 
	Mission Management Training
	B
	8
	1

	8.1.5. 
	Emergency Services
	B
	8
	1

	8.1.5.1. 
	CAPFs 100
	B
	8
	1

	8.1.5.2. 
	CAPFs 83
	B
	8
	1

	8.2. 
	MISSION RECORDS
	B
	8
	2

	8.2.1. 
	Mission Folders
	B
	8
	2

	8.2.2. 
	Aircraft Flight Logs
	E
	8
	2

	8.2.3. 
	Cadet Orientation Rides
	E
	8
	2

	8.2.4. 
	AFJROTC
	E
	8
	2

	8.3. 
	NON-CAP PASSENGERS
	E
	8
	3

	8.4. 
	CAPF 99 FLIGHT RELEASE LOGS
	E
	8
	4

	9. 
	SAFETY
	
	
	

	9.1. 
	SAFETY CORRESPONDENCE
	E
	9
	1

	9.1.1. 
	Monthly Safety Reports
	E
	9
	1

	9.1.1.1. 
	January
	E
	9
	1

	9.1.1.2. 
	February
	E
	9
	1

	9.1.1.3. 
	March
	E
	9
	1

	9.1.1.4. 
	April
	E
	9
	1

	9.1.1.5. 
	May
	E
	9
	1

	9.1.1.6. 
	June
	E
	9
	1

	9.1.1.7. 
	July
	E
	9
	1

	9.1.1.8. 
	August
	E
	9
	1

	9.1.1.9. 
	September
	E
	9
	1

	9.1.1.10. 
	October
	E
	9
	1

	9.1.1.11. 
	November
	E
	9
	1

	9.1.1.12. 
	December
	E
	9
	1

	9.1.2. 
	Safety Survey Corrections Reports
	E
	9
	1

	9.1.3. 
	Accident Prevention Plans
	E
	9
	1

	9.2. 
	SAFETY INSPECTIONS
	E
	9
	2

	9.2.1. 
	Annual Safety Surveys
	E
	9
	2

	9.3. 
	MISHAP REPORTS
	E
	9
	3

	10. 
	LOGISTICS
	
	
	

	10.0. 
	GENERAL CORRESPONDENCE
	E
	1
	3

	10.1. 
	CAPF 73
	B
	10
	1

	10.2. 
	VEHICLE OWNERSHIP DOCUMENTS (TITLE AND REGISTRATION)
	B
	10
	2

	10.3. 
	VEHICLE RECORDS (OTHER THAN CAPF 73 & VEHICLE OWNERSHIP DOCUMENTS)
	B
	10
	3

	10.3.1. 
	Driver License Actions
	B
	10
	3

	10.3.2. 
	CAPF 175 Vehicle Justification
	E
	10
	3

	10.3.3. 
	Vehicle Records
	B
	10
	3

	10.4. 
	REAL PROPERTY - CORRESPONDENCE
	B
	10
	4

	10.4.1. 
	Licenses, Leases, Deeds
	B
	10
	4

	10.4.2. 
	Rental Agreements
	B
	10
	4

	10.4.3. 
	Real Property Surveys
	B
	10
	4

	10.4.4. 
	Real Property Report
	E
	10
	4

	10.5. 
	REAL PROPERTY DEEDS AND RECORDS
	E
	10
	5

	10.5.1. 
	Acquisition
	E
	10
	5

	10.5.2. 
	Disposition
	E
	10
	5

	10.6. 
	CAPF 37 TEMPORARY ISSUE
	B
	10
	6

	10.7. 
	AIRCRAFT RECORDS
	B
	10
	7

	10.8. 
	NOTE: ORMS
	B
	10
	Note

	10.8.1. 
	Transfer Disposal Documentation
	B
	10 
	Note

	10.8.1.1. 
	Reports of Survey
	E
	10
	Note

	10.8.1.2. 
	DRMO-DRMS (1348-1a)
	B
	10
	Note

	10.8.1.3. 
	Excess Property
	B
	10
	Note

	10.8.1.3.1. 
	MOWGF 67A
	B
	10
	Note

	10.8.1.4. 
	Non-expendable Items Purchase Documentation
	B
	10
	Note

	10.8.2. 
	Screener Authorization Letters
	E
	10
	Note

	10.8.3. 
	State Property
	B
	10
	Note

	10.8.3.1. 
	AGMO Forms 250
	B
	10
	Note

	11. 
	PERSONNEL
	
	
	

	11.0. 
	GENERAL CORRESPONDENCE
	E
	1
	3

	11.0.1. 
	Prospective Member Report
	E
	1
	3

	11.1. 
	PERSONNEL ADMINISTRATION (PLANS & POLICIES)
	E
	11
	1

	11.2. 
	PERSONNEL RECORDS
	B
	11
	2

	11.2.1. 
	Organization Actions (CAPFs 27)
	E
	11
	2

	11.2.2. 
	Awards
	B
	11
	2

	11.2.2.1. 
	Annual
	B
	11
	2

	11.2.3. 
	Promotions (CAPFs 2)
	B
	11
	2

	11.2.4. 
	Seniors
	B
	11
	2

	11.2.5. 
	Cadets
	B
	11
	2

	11.2.5.1. 
	CAPFs 31 Special Activities
	B
	11
	2

	12. 
	PUBLIC AFFAIRS
	
	
	

	12.1. 
	PUBLIC AFFAIRS RECORDS
	E
	12
	1

	12.1.1. 
	Plans
	E
	12
	1

	12.2. 
	REPORTS
	E
	12
	2

	12.3. 
	HISTORICAL RECORDS
	B
	12
	3



