BY ORDER OF THE 	AIR UNIVERSITY INSTRUCTION 34-101


COMMANDER	8 DECEMBER 1995


Services


ACQUISITION OF DOCUMENTS


COMPLIANCE WITH THIS PUBLICATION IS MANDATORY








This instruction prescribes Air University policy on the control of classified and unclassified documents which are not a part of any special records collection. It applies to all Air University activities located on Maxwell AFB and Gunter Annex, Alabama.


SUMMARY OF CHANGES:


This revision update forms and renames an AETC organization.


1.  Terms Explained:


1.1.  Document. A document is a classified or unclassified publication which is issued either by or for a government agency and is not normally available to the general public. A document furnishes information which is directive, defines limitations, gives guidance, or reports progress on a project. It is usually issued over a command line or may be issued for a cognizant military agency. Documents are usually not permanently bound as a book. Some examples of documents are:


1.1.1.  Serially numbered operations plans.


1.1.2.  Intelligence estimates.


1.1.3.  Scientific and technical reports.


1.1.4.  Student theses.


1.1.5.  End-of-tour reports.


1.2.  Acquisition.  The term acquisition means the process by which documents are requisitioned, requested, donated, or exchanged.


2.  Policy:


*2.1.  The AU Library (AUL) is the prime repository for most documents acquired from any source. Documents not requiring action by an element of Air University at Maxwell AFB or Gunter Annex are cataloged by AUL and made available by loan to authorized personnel. Documents requiring action are forwarded to AUL for cataloging after the action is completed. The purpose of this policy is to provide commanders, staff officers, instructions, and students with a complete document acquisition, reference, and loan service by using facilities of AUL already established to serve the academic needs of schools and colleges.


2.2.  Commanders, commandants, and directors ensure all documents which do not require action received by their schools and other activities are promptly forwarded to AUL for cataloging to eliminate duplication of acquisition effort and expensive separate reference libraries.


2.3.  Documents required for ready reference may be changed out on indefinite loan from AUL. An emergency cataloging and lending service is provided by AUL when a newly received document is urgently required. Documents borrowed from AUL are not destroyed or reloaned by the borrower without coordination with AUL. A document on ready reference loan may be summarily recalled if needed for operational use by any element of this command.





�
3.  Procedures:


*3.1.  Requests for acquisition of documents required for reference or research in the presentation of Air university courses are submitted to AUL/LDE either on AU Form 134, Circulation Notification, or by letter which includes all available bibliographic information.


3.2.  Requests to be placed on automatic distribution list for serial documents issued by other government agencies or commercial contractors are submitted to AUL/LDE.
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ROBERT B. LANE


Director
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