	[bookmark: _GoBack]1.1  File Plan
T1, R1
Destroy when superseded, obsolete, or no longer needed.






	1.5.  PAS   (Originals)                                   CY2013
T1,R5
Cutoff:  31 Dec
Destroy after 1 year






	1.8.  Memorandum of Understanding   CY2013
     (Originals)
T1, R8
Cutoff:  31 Dec
Destroy 6 years after superseded or terminated.




	1.9.  Memorandum of Understanding 
    (Information copies)

T1, R9
Destroy when superseded or terminated.





	1.10.  Meeting Minutes                   FY2013
       (Originals FY)
T1, R10
Cutoff:  30 Sep
Destroy after 3 years or may be destroyed once uploaded to HHQ electronic database.



	1.11.  Meeting Minutes                               CY2013
       (Originals CY)
T1, R11
Cutoff:  31 Dec
Destroy after 3 years or may be destroyed once uploaded into HHQ electronic database.




	1.12.  Meeting Minutes
       (Information copies)

T1, R12
Destroy when superseded, obsolete, or no longer needed.




	10.8  Operational Resource Management
       Systems (ORMS)

T10, Note

Destroy at system administrator discretion 




	4.1.  Statistical Reports  (CAPFs 34 and 34A)      CY2013

T4, R1
Cutoff:  31 Dec
Destroy after 1 year




	4.2.  Appointment Application (CAPFs 34 and 35A)

T4, R2
Destroy when superseded, obsolete, or no longer needed.





	4.3.  Newsletters

T4, R3
Destroy when superseded, obsolete, or no longer needed.





	5.1.  Inspection Guides

T5, R1
Destroy when superseded, obsolete, or no longer needed.





	5.2.  Inspection reports; self-inspection reports (CI/SAV/Self-Inspections))

T5, R2
Destroy when superseded by the next successive inspection report.



	5.3.  Inspection reports; self-inspection reports -
Subordinate Unit Inspections

T5, R3
Retain last two reports from each unit inspected.





	5.4.  IG Complaints

T5, R4
Destroy after 5 years from date case was closed unless a legal action is pending; destroy upon completion of the legal action if the 5 year requirement has been met.



	6.0.  General Correspondence - FM                        CY2012

T1, R3
Cutoff:  31 Dec
Destroy after 1 year





	
6.1.  Accounts Payable                              FY2013
T6, R1
 Cutoff:  30 Sep
Destroy after 3 years after filing IRS Form 990 and 3 years from the date of submission of the final expenditure report and A-133 audit with Federal Audit Clearing House per DODGAR 32.53, OMB A-110, Sub Part C, 53. 
See Notes listed in CAPR 10-2, Atch 1



	
6.2.  Accounts receivable                           FY2013
T6, R2
Cutoff:  30 Sep
Destroy after 3 years after filing IRS Form 990 and 3 years from the date of submission of the final expenditure report and A-133 audit with Federal Audit Clearing House per DODGAR 32.53, OMB A-110, Sub Part C, 53.
See Notes listed in CAPR 10-2, Atch1


	
6.3.  General Ledger                                                       FY2013
T6, R3
Cutoff:  30 Sep
Destroy after 3 years after filing IRS Form 990 and 3 years from the date of submission of the final expenditure report and A-133 audit with Federal Audit Clearing House per DODGAR 32.53, OMB A-110, Sub Part C, 53.
See Notes listed in CAPR 10-2, Atch1




 
	
6.4.  Audit Reports                                                  FY2013
T6, R4
Cutoff:  30 Sep
Destroy after 3 years after filing IRS Form 990 and 3 years from the date of submission of the final expenditure report and A-133 audit with Federal Audit Clearing House per DODGAR 32.53, OMB A-110, Sub Part C, 53.
See Notes listed in CAPR 10-2, Atch1

 

	6.5.  Budgets                                                              FY2013
T6, R5
Cutoff:  30 Sep
Destroy after 3 years after filing IRS Form 990 and 3 years from the date of submission of the final expenditure report and A-133 audit with Federal Audit Clearing House per DODGAR 32.53, OMB A-110, Sub Part C, 53.
See Notes listed in CAPR 10-2, Atch1

	6.6.  Checking accounts                                       FY2013
T6, R6
Cutoff:  30 Sep
Destroy after 3 years after filing IRS Form 990 and 3 years from the date of submission of the final expenditure report and A-133 audit with Federal Audit Clearing House per DODGAR 32.53, OMB A-110, Sub Part C, 53.
See Notes listed in CAPR 10-2, Atch1
 

	 6.7.  Wing financial statements                             FY2013
T6, R7
Cutoff:  30 Sep
Destroy after 3 years after filing IRS Form 990 and 3 years from the date of submission of the final expenditure report and A-133 audit with Federal Audit Clearing House per DODGAR 32.53, OMB A-110, Sub Part C, 53.
See Notes listed in CAPR 10-2, Atch1

	6.8.  Wing tax forms                                            FY2013
T6, R8
Cutoff:  30 Sep
Destroy after 3 years after filing IRS Form 990 and 3 years from the date of submission of the final expenditure report and A-133 audit with Federal Audit Clearing House per DODGAR 32.53, OMB A-110, Sub Part C, 53.
See Notes listed in CAPR 10-2, Atch1
 

	6.10.  Investment statements                             FY2013
T6, R10
Cutoff:  30 Sep
Destroy after 3 years after filing IRS Form 990 and 3 years from the date of submission of the final expenditure report and A-133 audit with Federal Audit Clearing House per DODGAR 32.53, OMB A-110, Sub Part C, 53.
See Notes listed in CAPR 10-2, Atch1

	  6.12.  Real property and equipment 

T6, R12
Retain for 3 years after final disposition.

See notes listed in CAPR 10-1, Atch 1




	7.1.  Legal records                                                     CY2013

T7, R1
Cutoff:  31 Dec
Retain as permanent.
Note:  Cutoff annually providing action is complete.  Hold 1 year then forward to NHQ/GC
 
 
	8.1.  Pilot and ES qualification documentation    FY2013

T8, R1
Cutoff:  30 Sep
Destroy after 1 year; retain current documentation and two renewals prior for trend analysis and review; destroy 2 years after qualifications lapse (destroy originals and copies once loaded into ops qual.)


	8.2.  Mission Records                      FY2013

T8, R2
Cutoff:  30 Sep
Destroy after 4 years following closure or suspension of the mission except where there is actual or potential litigation and then they will be retained until that issue is resolved.


	10.1.  CAPF 73 CAP Vehicle Inspection Guide
       and usage  (LGT)
T10, R1
Maintain for 12 months in vehicle record folder.  Destroy after 12 months.





	10.2.   Vehicle ownership documents (LGT)

T10, R2
Maintain as long as the vehicle is owned by CAP.





	10.3.  Vehicle Records                                                    CY2013
       (other than CAP Vehicle Insp
        Guide and Usage Data CAPF 73
        and vehicle ownership documents)
T10, R3
Cutoff: 31 Dec
Destroy after 3 years


	10.4.  Real Property(correspondence, licenses, leases,
       and other records relating to real property)

T10, R4
Destroy when superseded.




	10.5.  Real Property (Deeds & Records)                          CY2013
 
T10, R5
Cutoff:  31 Dec
Destroy 10 years after disposition.




	10.6.  Temporary Issue CAPF 37 (LGS)

T10, R6
Destroy when property returned.





	10.7.  Aircraft Records (LGM)                                            CY2013

T10, R7
Cutoff:  31 Dec
Retain as permanent.  Note: When aircraft is disposed of forward to NHQ/LG as permanent records.



	10.8.  Operational Resource Management
       Systems (ORMS)

T10, Note
Destroy at system administrator discretion.




	11.2.  Personnel Records

T11, R2
Cut off when membership expires or transfers and destroy after 5 years.





	12.3.  Historical Records                           CY2013

T12, R3
Cutoff:  31 Dec
Retain as permanent.




	


	3-1.  (Put in the subject of your documents)    CY2013

T1, R3
Cutoff:  31 Dec
Destroy after 1 year
 


	3-2.  (Put in the subject of your documents)    CY2013

T1, R3
Cutoff:  31 Dec
Destroy after 1 year




	3.3.  (Put in the subject of your documents)    CY2013

T1, R3
Cutoff:  31 Dec
Destroy after 1 year



	

	4-1.  TAs     (Originals)                                                FY2013

T1, R4
Cutoff:  30 Sep
Destroy after 1 year



	4-2.  MSAs (Originals)                 FY2013

T1, R4
Cutoff:  30 Sep
Destroy after 1 year




	
	

	
	

	
	

	
	

	
	

	
	

	1.13  Publications (Record Sets)

T1, R13
31 Dec/retain as permanent.
	




