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PREFACE 

This programed text will teach the purpose of Army regulations and 
how they are kept current. It will also require the use of the Army 
index pamphlet, proper application of the Army functional file system 
and procedures for using the Army pinpoint distribution system. 

Start with frame 1 and work each frame in succession. Each frame 
will usually ask you a question. The correct answer is printed on the 
top of the next frame. If you were incorrect, turn back and restudy the 
information before continuing on to the next frame. When you have 
finished the text, complete the self evaluation exercise. Now begin by 
studying the performance objectives on page 1. 
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PERFORMANCE OBJECTIVES 

Upon completion of this programed text, you will be able to: 

1. Identify the purpose of the Army regulations and how they are kept current in the unit. 

2. Identify the appropriate publications from Department of the Army pamphlet 310-1 through -4 that are needed to accomplish specific missions. 

3. Recognize proper application of the Army functional files system. 

4. Identify the procedures for Army pinpoint distribution .system. 

1 



FRAME 1 

Army regulations (ARB) contain basic policy, procedures and responsibility 
for Army-wide application. 

Each regulation will be confined to a single subject. For example, the 
AR 95 series pertains to Army flying. Within the 95 series there are 
many subdivisions which deal with specific areas of Army flight, i.e., 
AR 95-2 is a regulation which authorizes a commander to conduct formation 
flights. A further example under the AR 95 series would be AR 95-9 
whiCh prescribes instrument approach procedures. 

What type of information is contained within Army regulations? 

a. Special policy 
![;) Basic policy 
c. Advisory information 
d. Miscellaneous information 

TURN TO FRAME 2 PAGE 4 
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ANS: numbers 

FRAME 6 

The objective of the functional files system is the establishment, maintenance and disposition of files which are based on the specific functions or missions performed by organizational units. Under this system all files relating to the same functional area are identified for filing, first by a number applicable to that particular function, and secondly by the number ~pplicable to the particular process concerned. 

For example, FileJio.-"J(n~ is 

::::t:~~=;7 
Section / 
File description item 

derived as follows: 

File numbers are composed" of three significant elements from part 5 of AR 345-210: the chapter number, the section number and the number of the specific file item. Thus, in the above example the first number (3) repre­sents chapter 3 which describes records created in the major functional area of finance and fiscal administration. TIle second number (07) represents section VII of chapter 3 which describes records created in the nonappropriated fund area of finance and fiscal administration. The third number (09) following the hyphen represents item 9, section VII which specifically describes files accumulated in the process of administering welfare fund accounts. 

a. To determine the specific documents included in a certain file number you would have to refer to the description for that file number in part 5 of AR 345-210. If, for example file number 417-22 pertained to ammunition resupply, what would be the elements significant to finding the needed information? 

417-22 
Chapter .;.. 
Section n 
Item No.~ 

b. Part 5 of AR 345-210 lists all of the file numbers in numerical order within the major functional division (chapters). To determine the file number for a specific document would you refer to part 5 or the alphabetical index in AR 345-2l0? 

TURN TO FRAME 7 PAGE 5. 
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ANS: Basic policy 

FRMIE 2 

Army regulations are kept up to date or current through published changes. 
These changes are posted to the pertinent regulation, making additions 
and deletions as indicated by the instructions contained within the change. 

An example of a change and a method of posting this change to a regulation 
is depicted below. 

In the example below, what is the change number and to what regulation 
should this be posted? 

CHANGE} 

No.3 

HEADQUARTERS 
DEPARTMENT OF THE ARMY 
WASHINGTON, D.C., 8 Februal'1/ 1964-

1. Transmitted herewith is Change 3 to Civilian Personnel Regulation E2, 
22 June 1962. < '--------------~ 

2. Paragraph I-3d is added to incorporate provision for processing f 
grievance or appeals when, as part of It grievance or appeal, an issue is raj 
that the Code of Fair Labor Practice has not been followed. 'If 

3. Paragraph 5-3a(3) is added to provide for safeguarding of A 
diagnoses where judgment of medical officers indicates this to be .... 

4. Remove old pages and insert new pages as indicated belo • \ ., 

,_.___ __= ".,:~ ?-"I) l 
17 and 18__ _ ______________________ 17,18, and 18.1 • 

PEN AND INK CHANGES 

Identification Changes to be made 

Pag' e, par. 1-2b(6), line 9 __________________________ Add: (See FPMSupplement752-
1, Subchapter 2-2f). 

Page fJO, par. 5-6b, beading and line 2 _________________ Change 22 to 752. 
Pag' BO, par. 5-6b(2), line. 2 and 17 __________________ Change 22 to 752. 
Pag' BO, par. 5-6b(2), lines 4 and 18 __________________ Change 2.3010 to 315.806. 
Page eo, par. 5-6c, lines 6 and 14 _____________________ Ch8Jlge 22 to 752. 
Page to, par. 5-6c, beading and line L ________________ Cbange 20 to 351. 
Page eo, par. 6-74, line 3 ____________________________ Change 77 to 771. 
Page es, par. 6-2a, line 4 ____________________________ Change 77 to 771. 

5. This transmittal sheet should be filed in front of the publication for 
reference purposes. 

By Order of the Secretary of the Army: 

Official: 

EARLE G. WHEELER, 
General, United ~tate8 Armg, 
Ohief of Stall. 

TURN TO FlAME 3 PAGE 6 
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ANS: a. chapter - 4 
section 17 
item no 22 

b. Alphabetical index in AR 345-210 

FRAME 7 

Pitipoint diStribution is a method for initial distribution and r~~upply of selected publications directly to organizations (battalion) and units (company) from a single source supply center (Adjutant General Publications) • 

This means that publications would come directly from the appropriate adjutant general publications center to your organization or unit. In this way your unit would be sure to get the needed publications and changes without delay. 

What would be the most direct way of obtaining most of the needed .publica­tions for a·newly formed unit? 

a. 

~ : , 

Command distribution 
Local publication center 
Pinpoint distribution 
All of the above 
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ANS: . Change 3 to Civilian Personnel Reg No. E2 

FRAME 3 

Complete files of all regulations are neither required nor authorized for all 
agencies or units. To assist the commander in determining what publications 
are needed in the operation of his unit Department of the Army has published 
a series of military publications (DAPamphlets 310-1 ·through -4). Informa­
.tion contained within this series is broken down as follows: 

DA Pamphlet 310-1 is an index of Army Regulations (ARs), Special Regulations 
(SRs), Circulars (Cir), Pamphlets (PAM), Department of the Army Posters (DA 
Poster), Joint Chiefs of Staff Publications (JCS Pub) and General Orders (GO). 

DA Pamphlet 310-2 is an index of blank forms. This pamphlet lists by category 
all blank forms prescribed for use generally throughout the Department of the 
Army. 

DA Pamphlet 310-3 is an index of doctrinal, training and organizational 
publications -- Field Manuals (FM), Tables of Organization and Equipment 
(TOE), Tables of Allowance (TA) , Training Circulars (TC), and Army Training 
Programs (ATP). 

DA Pamphlet 310-4 is an index of current publications pertaining to equipment 
of a technical or supply nature including Technical Manuals (TM), Technical 
Bulletins (TB) , Lubrication Orders· (LO) , Supply Bulletins (SB), and certain 
supply manuals.· 

Choose correct pamphlets for the situations below by filling in the blanks. 

<!.-. 1. 

~2. 
--;i//?3. 

S-2 needs 
CWO Brown 
G-4 calls 
Reg). 

a DA pUblication on combat intelligence. 
requests a Technical Manual on aerial observer 
about any changes posted to AR 670-5, Para 6-4 

procedures. 
(Uniform 

~ 4. 

tp 5. 

Your company clerk informs you that he is out of DD 7598 and· DD 1049 
forms. 

CPT Jones needs to know how many men compose an Infantry Rifle Squad. 

a. DA PAM 310-1 (ARs·and SRs) 
b. DA PAM 310-2 (Blank Forms) 
c. DA PAM 310-3 (FMs and TO&E) 
d. DA PAM 310-4 (TMs and LO) 
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ANS: Pinpoint distribution 

FRAME 8 

For your unit to receive pinpoint distribution the proper forms must be 
submitted through the next higher headquarters for review and approval. 
If approved the request will be sent directly to the adjutant general 
publications center where rour unit will be assigned an account code 
number. The requested publication will then be sent directly to your 
unit on DA Form 12-3l(see example on last page). All changes to applicable 
publications will automatically be sent by the publications center. 

1. As Administrative Officer of the 555th Assault Helicopter Company 
you have been directed by the Commanding Officer to insure that the unit 
is in the publication distribution system. You would: 

a. Submit a DA Form 12-31 thJ;"ough battalion to group headquarters 
and expect to receive the. pUblications, through. the same channels. 

b. Submit a DA Form 12-31 through battalion headquarters to AG Publi­
cations and expect to re.ceive the pubJ.:Lca1:;ions.from battalion.,,, 

c. Submit a DA Form 12-31 direct to AG Publication ,Center and" expect, to 
receive publications directly from publication center. 

Submit a DA Form 12-31 throl\~h battalion to AG Publication Center 
and expect to receive publications directly from publication center. 

'1) ," 

, I .!' ~.' "1/ 
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ANS: l. c. DA PAM 310-3 (FM's & TO&E) 
2. d. DA PAM 310-4 (TM's & LO) 
1. a. DA PAM 310-1 (AR's & SR's) 
4. b. DA PAM 310-2 (Blank Forms) 
5. c. DA PAM 310-3 (FM's & TO&E) 

FRAME 4 

USE OF THE INDEX 

The basic arrangement of entries in the numerical list is by groups as shown 
in the table of contents. Under each group the a'rrangement is alpha-numerical 
with letters preceding figures. Zero (0) is a figure, 0 is a letter and they 
must be distinguished. A group of successive figures is considered as consti­
tuting a complete number. 

The alphabetical index is arranged by who1eword$ not by letters, but an entry 
consisting of a word followed by a conuna and, a modifier p,recedes a phrase 
beginning with the same word. (See example) 

Hoisting units, Tripod 
HOisting units Tripod (drum) 

To find the publications dealing with a particular subject, for example, a 
helicopter, model UH-1D, look in the alphabetical index under the principal 
subjects, helicopter. Then look under the main heading for model, UH-1D. 
There a number of publications pertaining to this equipment will be listed. 
Check back in the numerical lists to select the publication which supplies 
the information needed. See extract from DA Pam 310-4 on next page. 

What publication deals with a cargo transport helicopter, CH-47A (Verto1)? 

a. 
b. 

~ 
TM 55-1520-205-ESC 
TM 55_1520-203-35P 
TM 55-l520-209-35P-1 
TM 55-1520-210-l0CL 
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ANS: d. Submit a DA Form 12-31 through battalion headquarters to AG 
Publications and expect to receive the publications direct from 
the publication center. 

FRAME 9 

To receive additional or newly printed publications your unit must submit· 
a DA Form 17, Request for Publications lInd Blank Forms to the Adjutant 
General Publications Center. 

Your unit, which has a pinpoint distribution account has just been assigned 
the new Huey Cobra. The unit rieeds publications that pertains to the Cobra. 
To get these publications the unit must submit a DA Form 17 listing the 
publications needed directly to the Adjutan·t General Public·ations Center. 

What is DA Form 17 used for? 

Initial pinpoint distribution 
To receive resupply of publications 
To receive resupply of parts 
Initial distribution of publications 
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ANS: c. TM 55-l520-209-35P-l 

FRAME 5 

The primary reference pertaining to the Arm; functional files system 
is AR 345-210. This regulation contains instructions in the use of the 
Army functional files system and procedures to be used in establishing 
and maintaining Army files. 

AR 345-215 is a consolidation of selected instructions and standards 
contained in AR 345-200 and AR 345-210 which is used in active Army 
TOE units below the,division headquarters level and all units of the 
Army Reserve. 

prescribed method for establish­
all elements of the Army. It 

The Army functional files system is the 
ing, maintaining and disposing of files 
is a method of classif i re d be which represent the authority 

c ile number is derived from the 
sequence in which the files are described 

In the Army functional files system records 

for disposing of the files. 
internal arrangement of and 
in part five of AR 345-210. 
are filed by 

rfWNfA-LfL __ /· 

STOP. RETURN TO FRAME 6 PAGE 3 
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.. "eE 0" 

REQUIREMENTS FOR ARMY AVIATION PUBLICATIONS :,:J., 'HOT,.L r:J b, REmEn 

(AR 310-1) I" DATE 
", ACCDUH 

THIS FORM WILL BE IN : WITH ,ON PAGE 3. 
•. THRU, I'· TO, 

Commanding Officer 
6. FROMI 

USA AG Publications Center 
1655 Woodson Road 
St. Louis, Missouri 63114 

'H" 
C L~:'::DH ::R~DH H., TD RECE7 ::~'~~~~~~G"uD:R~H E. ;~:~~ ~AC~ 'DH' , UP 'TE:: :HNo" HAS AD,' •• SECRE" ~~~~~N.· 

SIGNATURE, GRADE AND TITL.E OF APPROVING AUTHORITY SIGNATURE. GRADE AND TITl.E OF REQUISITIDNER 

AIRCRAFT. ARMAMENT SECTION I - OPERATION AND MAINTENANCE LITERATURE 

AND OTHER EQUIPMENT 
TO WHICH PUBLICATIONS OPERATOR 

ORGANIZATION 
DIRECT AND DEPOT ARE APPLICABLE AND CREW GENERAL SUPPORT 

F'XEO W'NG ,':",,,,,,' , "'., ::;",,' ':;: ,,,;':;:";:,:: ...... : '::,'1'""", . ... ; ;,;;;;;', 
:V" I (l) 1(2) (3) (4) 

, 0·1 1(5) (6) (7) , 1(8) 

!"V'l 1(9) (10) ,(11) , 1(12) 

U·l 1(13) 14) iflS) 1(16) 

U·' 1(17) (18) 1(19) 1(20) 

, U·' 1(21) (22) 1(23) 1(24) 

1M 'M'" 1(25) (26) 1(27) 1(28) 

ALL FIXED WING 
(29) (30) 1(31) 1(32) 

(33) (34) (35) i(36) 

(37) (38) (39) (40) 

I"OTO" WING ~ .. ~ I; ; ; ; ; ; ; ; ; ; ; , ,: :I: ; ; ;;' '''::';;, I ;,;,;:': ' ~ :. :::::::::.::::: .. 
I CH-" (41) 1(42) (43) (44) 

CH-" (45) 1(46) (47) (48) 

I CH-'7 ,(49) 1(50) (51) (52) 

ICH-.7 ir53J 1(54) (55) (56) 

,0H-13 1(57) 1(58) (59) (60) 

OH'23 1(61) 1(62) (63) (64) 

I UH-IA-le 1(65) 1(66) (67) (68) 

IUH-,10 1(69) 1(70) (11) (12) 

IUH-" 1(73) (74) (75) (76) 

ALL ROTOR WING (77) (78) (79) '(80) 

(81) (82) (83) (84) 

(85) (86) (87) (88) 

(89) (90) (91) 1(92) 

ALL FIXED WING AND ALL 
ROTOR WING AIRCRAFT (93) (94) i(95) (96) 

1 ;;;;;;;;;;; , ":': "~"~I,; ,':' ';;,', ." . .. .... .. .... ...... . .... ..... 
ICA·l (97) 1(98) 1(99) 1" •• 1 

',e·, (101) : (l02l 1(l03) I (l0. 

"e·" (105) i(I06) 1(107) 1(108) 

(109) i(I,10) (Ill) , 1(112) 

DA, ';.~~M" 12-31 REPL.ACES EOITION OF I NOV 62. WHICH IS OBBOL.IlTE. 
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AIRCRAFT, ARMAMENT SECTION I· OPERATION AND MAINTENANCE LITERATURE 
AND OTHER EQUIPMENT 
TO WHICH PUBLICATIONS 

OPERA TOft OIRECT AND 
ARE APPLICABLE AND CREW 

ORGANIZATION GENEftAL SUPPORT 
DEPOT 

,DLVR !NT 

II ;;1 :i,ii!lllllllll!!ilil ::1I 
" """,,,"" """"",, ., """""" " " . , " 

, CARGO 1(114) " 
, 

" 
, " ' " 

1(116) .... . " 
, SYSTEMS I (lJS) , " , " 

(1'" (120) 1(1U) (1m 

LI ~~, ALL AERIAL 
(123) (1U) (11$) (U6) 

DLVR' 

(127) (US) (11') (130) 

(m) (132) 1(133) (134) 

"'''''''' . " " . " , " " "",,,,,,,,,,' 
CAL,,. lOG POD, XM14 1(J35J (J36J 1(131) i(138) _ .. 

, M' "P) (140) (l4l) 1(142) 
"'0" RLX .. ' 1(143) (Uf) (W) (14" 

G"L, .... 147) l(uS) (14') 160) 

7 ....... "G, TWIN, M' !(1$1) 152) (1$3) (154) 

7.02 .... "G, QUAD •• 0 1('''' I(6) (1m I(m) 

!.~~~ ~.~: .OOOR MOUNTED, 
L T WT, x .. 23/24 1("') 1(100) (m) 1(162) 

7."" MG· 2.715" ROCKET LAUN, XM16 1(J63) 1("') (J65) 1(J66) 

7 ..... AUTO .. ATIC GUN, GAU-ZB/A 1(J6') 1("') (J69) (110) 

!::::'WA 
GUN POD I("J) (J1It) (m) (114) 

i7."" MG - 2.71" RKT LAUN, 1(115) (116) 1(1'" (11') 
I HIGH .ATE. x .... 
17 ........ H/R. X .. 27 1(1") 1(180) 1("') 1('1» 

(113) (114) r'U) (1.6) 

I"'" (11') I"'" 1(100) 
. 

I(J'" 1m " 
I(m) I(m) 

("S) ("0) 1("') 1("" 

(''') ,,00) II>OJ) ,,02) 

,,03) ,,04) 1"0') (20" 

SECTION II - EOUIPMENT IMPROVEMENT REPORTS AND MAINTENANCE DIGEST 

AlftCRAPT AND OTHER EQUIPMENT COVERED QUANTI TV "I:QUIRI:D 

(,07) 
ALL "'XED WING AIRCRAFT 

"OS, 
ALL ROTOR WING AIRCRA~T 

('0') 

""0) 
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UNIT ADMINISTRATION PART II 
SELF EVALUATION EXERCISE 

1. In the Army functional filing system File No. 514-26 describes the 
Army field-ration mess system. 'In what chapter, section and item 
number can this information be found? 

1. Chapter 
2. Section 
3. Item No. 

2. What is the purpose of Army regulations? 

a. To give technical information 
To set forth general policy of the Army 
To set forth basic policy of the Army 
To give miscellaneous information 

3. Choose the correct pamphlets for the situation below by filling in the 
blanks. 

J. DA PAM 310-1 (AR's and: SR's) , 

Ct, DA PAM 310-2 (Blank Forms) 

__ ... JOA.~'" DA PAM 310-3 (PM's and TO&E) 

_--,0"",,/_ DA PAM 310-4 (1'11' sand 10) 

a. G-2 needs an Army publication on Booby traps (1'11 5-21) 
b. Having just been made a military instructor you need an 

Army pUblication on Techniques of Military Instruction. 
(FM 21-6) 

c. Your company clerk informs you that he needs some blank forms 
DA 12-21 and DD 775's. 

d. 5-4 called about current changes to AR 670-5, Para 6-4. 

,4. What is the purpose of the pinpoint distribution system?' 

" To ,ob:tain needed publications direct to your unit. 
b. To inl;.ure that your unit has an account Code number with AG 

Pub1:Lj:ation Center. 
c. Neither of ,the, above. 
d. Both of the above. 
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INTENTIONALLY LEFT BLANK 

',', I"",'" 

, .' 
~- > 

, " 
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1. 5, 14, 26 

2. c 

3. d, c, b, a 

4. a 

UNIT ADMINISTRATION PART II 
ANSII1ERS TO SELF EVALUATION EXERCISE 

17 
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