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Destroy when superseded, obsolete, or no longer needed.

	
	1.5.1.  Finance                                    CY2013
T1,R5
Cutoff:  31 Dec
Destroy after 1 year

	
	1.10.1 Wing Finance Committee     FY2013
       (Originals FY)
T1, R10, Cutoff:  30 Sep, Destroy after 3 years or may be destroyed once uploaded to HHQ electronic database.

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

	
	1.8.  Memorandum of Understanding   CY2012      (Originals)
T1, R8, Cutoff:  31 Dec
Destroy 6 years after superseded or terminated.
	
	1.8.  Memorandum of Understanding   CY2011      (Originals)
T1, R8, Cutoff:  31 Dec
Destroy 6 years after superseded or terminated.

	1.8.  Memorandum of Understanding   CY2013      (Originals)
T1, R8, Cutoff:  31 Dec
Destroy 6 years after superseded or terminated.
	
	1.8.  Memorandum of Understanding   CY2010      (Originals)
T1, R8, Cutoff:  31 Dec
Destroy 6 years after superseded or terminated.
	
	 1.8.  Memorandum of Understanding   CY2009      (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Destroy 6 years after superseded or terminated. 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Destroy when superseded or terminated.
	
	1.8.  Memorandum of Understanding   CY2008      (Originals)
T1, R8, Cutoff:  31 Dec
Destroy 6 years after superseded or terminated.
	
	1.8.  Memorandum of Understanding   CY2007      (Originals)
T1, R8, Cutoff:  31 Dec
Destroy 6 years after superseded or terminated.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.

	
	1.8.  Memorandum of Understanding   CY2006      (Originals)
T1, R8, Cutoff:  31 Dec
Destroy 6 years after superseded or terminated.
	
	1.8.  Memorandum of Understanding   CY__________      (Originals)
T1, R8, Cutoff:  31 Dec
Destroy 6 years after superseded or terminated.

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Destroy 6 years after superseded or terminated.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Destroy 6 years after superseded or terminated.

	1.12.  Meeting Minutes
       (Information copies)
T1, R12
Destroy when superseded, obsolete, or no longer needed.

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Destroy 6 years after superseded or terminated.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

	4.1.  Statistical Reports  (CAPFs 34 and 34A)      CY2013
T4, R1
Cutoff:  31 Dec
Destroy after 1 year

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

	4.2.  Appointment Application (CAPFs 34 and 35A)
T4, R2
Destroy when superseded, obsolete, or no longer needed.
	
	1.8.  Memorandum of Understanding   CY__________      (Originals)
T1, R8, Cutoff:  31 Dec
Destroy 6 years after superseded or terminated.
	
	1.8.  Memorandum of Understanding   CY__________      (Originals)
T1, R8, Cutoff:  31 Dec
Destroy 6 years after superseded or terminated.

	4.3.  Newsletters

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

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

	
	
	
	
	5.1.1. CI

	
	
	
	
	5.1.2. SAV

	
	
	
	
	5.1.3 SUI/USA

	
	
	
	
	5.1.4. Logistics

	
	
	
	
	5.2.1. CI – MOWG 

	
	
	
	
	5.2.3. SAV

	
	
	
	
	5.1.5. Wing Staff Folder Inputs

	
	
	
	
	5.2.4. USA

	
	
	
	
	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.

	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.

	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.

	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.

	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.

	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.

	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.

	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.

	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.

	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.

	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.

	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.
	
	5.2.4. Inspection reports; self-inspection reports (CI/SAV/Self-Inspections)) USA 
T5, R2
Destroy when superseded by the next successive inspection report.

	8.2.  Mission Records        Current FY
T8, R2 Cutoff:  30 Sep

	
	8.2.  Mission Records           Previous FY
T8, R2 Cutoff:  30 Sep

	
	8.2.  Mission Records        Current FY
T8, R2 Cutoff:  30 Sep


	6.10. INVESTMENT STATEMENTS
T6, R10
 Cutoff:  30 Sep
	
	7.1.  LEGAL RECORDS
T7, R1    Cutoff:  31 Dec
Retain as permanent.
Note:  Cutoff annually providing action is complete.  Hold 1 year then forward to NHQ/GC
	
	7.1.1.  Leases/Contracts
T7, R1    Cutoff:  31 Dec
Retain as permanent.
Note:  Cutoff annually providing action is complete.  Hold 1 year then forward to NHQ/GC

	6.6. CHECKING ACCOUNTS
T6, R6
 Cutoff:  30 Sep
	
	6.7. WING FINANCIAL STATEMENTS
T6, R7
 Cutoff:  30 Sep
	
	6.7.6. Unit Reporting
T6, R7
 Cutoff:  30 Sep

	6.4. AUDIT RECORDS
T6, R4
 Cutoff:  30 Sep
	
	6.5.2.  Units
T6, R5
 Cutoff:  30 Sep
	
	6.5.3.  OASR State Budgets
T6, R5
 Cutoff:  30 Sep

	6.4.1.  Quarterly Internal Finance Reviews
T6, R4
 Cutoff:  30 Sep
	
	6.5. BUDGETS
T6, R5
 Cutoff:  30 Sep
	
	6.1.10.  Unit Authorizations CAPFs 172
T6, R1
 Cutoff:  30 Sep

	6.1.7  State OASR Purchases                     
T6, R1
 Cutoff:  30 Sep
	
	6.1.7  State OASR Purchases                     
T6, R1
 Cutoff:  30 Sep
	
	6.1.10.  Unit Authorizations CAPFs 172
T6, R1
 Cutoff:  30 Sep

	6.1.6  Credit Accounts                     
T6, R1
 Cutoff:  30 Sep
	
	6.1.6  Credit Accounts                     
T6, R1
 Cutoff:  30 Sep
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	1.13  Publications (Record Sets)

T1, R13
31 Dec/retain as permanent.
	
	1.13.1  MOWG Supplements

T1, R13
31 Dec/retain as permanent.
	
	1.13.2   MOWG Financial Management Procedures (FMPs)
T1, R13
31 Dec/retain as permanent.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



