
JOB NUMBER , /REQUEST FOR RECORDS DISPOSITION AUTHORITY Nl-AFU-02-11 

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
FROM (Agency or establishment) 

NOTIFICATION TO AGENCY Department of the Air Force 

2 MAJOR SUBDIVISION In accordance with the provIsIons of 44 U S C 3303a, the 
Communications and Information d1spos1t1on request, including amendments, Is approved 

~-~-c--c=~,..,--,;=-a~s-=-,--------------------------1 except for items that may be marked "dIsposItIon not 
3 MINOR SUBDIVISION approved" or "withdrawn" In column 10 

Enterprise Information Resource Management D1v1s1on 

5 TELEPHONE NUMBER DATE4 NAME OF PERSON WITH WHOM TO CONFER 
(703) 588-6194 Olthea S Croom 

6 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency m matters perta111mg to the d1spos1t10n of its records and that the 
records proposed for disposal on the attached __1_5__ page(s) are not needed now for the busmess for this agency or will not be 
needed after the retention penods specified, and that wntten concurrence from the General Accountmg Office, under the 
prov1s1ons of Title 8 of the GAO Manual for Gmdance of Federal Agencies, 

[ZJ 1s not reqmred D 1s attached, or D has been requested 

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 
? Air Force Records Officer 

9 GRS OR 
10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB 
(NARA USE ONLY) CITATION 

The SF115 relates to the three rules on the first 
attached sheet, involving temporary electronic records. 
Spec1f1cally, these three rules are to be added to the 
following attached tables In AFMAN 37-139: 

Tables 36-1 through 36-25 

The three rules on the first attached sheet will apply to 
all series In these tables, except as noted In the text 
adJoining the three rules. 

The attached tables themselves have been crossed out 
because this SF11 5 covers, for each table, only the 
three rules involving temporary electronic records. 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 



C 

A· • C D 
If the recor~s which 

' 'RULE are or oertain to consistin" of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 
b electromc records destroy when the agency 

that supplement detemm1es that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for admmistrahve, 
are retamed to meet legal, audit, or other opera-
recordkeepmg tlonal purposes 
reqmrements 

r-1ectromc copies mat are destroy aner recorctkeepmg 
created usmg copy has been created and 
electronic mail and filed or when no longer needed 
word processmg or for revision, d1ssemmatlon, or 
fonn filler software reference, whichever 1s later 

The above three rules apply to all senes covered by Tables 36-1 through 36-25, with the 
followmg exceptions: 

Rules a and b do not apply to: 

Table 36-1, Rules 4, 13, 17, 18, and 23 - Records covered by Rule 4 could be permanent under 
other tables and rules. Records covered by Rules 13 and 23 are permanent. Records covered by 
Rules 17 and 18 might warrant permanent retention if mamtained electronically. 

Table 36-3, Rules 1-13 - Records covered by Rule 1 are permanent. Records covered by the 
remammg rules (2-13) should be excluded because the disposition instructions reference 
permanent rules or tables that mclude permanent rules and/or might warrant pemrnnent retention 
if mamtained electronically. 

Table 36-9, Rule 4 and Table 36-11, Rule 1 -Records are permanent. 

Table 36-12, Rules 1, 9, and 17 - Records covered by Rules 1 and 17 are permanent. It 1s not 
hkely that records covered by Rule 9 will ever be maintamed electronically. However, records 
used for reconstruction purposes by NARA's Military Personnel Records Center will very 
shortly be appraised as permanent. 

Table 36-19, Rules 1, 1.01, and 3 - Records covered by Rule 1.01 are pem1anent. Records 
covered by Rules 1 and 3 might warrant pemrnnent retent10n if maintained electronically. 

Table 36-21, Rule 1.01 - Records are pem1anent. 

Table 36-24, Rules 1-8 and Table 36-25, Rules 1-1.03 - Some of these records are permanent 
while the others might warrant pem1anent retention if mamtained electronically. 



Rule c does not apply to the following Tables and Rules: 

Table 36-1, Rules 4, 13, 23 
Table 36-3, Rule 1, 3, 4, 11, 12, and 12.01 
Table 36-9, Rule 4 
Table 36-11, Rule 1 
Table 36-12, Rules 1, 17 
Table 36-19, Rule 1.01 
Table 36-21, Rule 1.01 
Table 36-24, Rules 1, 2, 4, 6, 8 
Table 36-25, Rules 1, 1.01, 1.02, 1.03. 

These records lack value after creation of a recordkeeping copy. However, the descnptlon of 
this schedule that was published in the Federal Register could be interpreted as limiting its 
coverage only to senes where the recordkeeping copies were already approved for disposal. 
Consequently, these electronic copies have been excluded from the Job but will be included in a 
subsequent schedule. 

1-b 

NARA 's ,veb site rs http 1/www 11ara gov 



36. Personnel. The tables m this senes cover records regard mg poltcyon all aspects ofc1v1ltan and m1lttarypersonnel 
(mcl udmg procuring, promotmg, tram mg, and fundmg) They mclude the followmg topics relatmg to c1vtltan personnel 
staffing and mternal pfacerrrent, labor relations, equal employment opportunity, d1scnmmat10n complamts, ment 
promotion, leave, health !Jenefits and retirement They also mclude the followmg subJects related to m1lttary personnel 
access1ons,useandclass1ficafion,tra1n1ngandeducat1on,promot10nsandevaluat10n,ret1rementandseparat10ns 

TABLE36-1 I 
MILITARY ANDCIVILIANPERSONNEL I 

A \. B C D 
R 
u 
L 
E 

If the records are 
orpertainto ,..,;,,;.~ - whichare then 

1 Confidential DD Form 1555 1 d under DODD at appropriate destroy when 6 years 
Statement of 5500-7 Standards of Conduct old, exceptthat records 
Affihat1ons and Counselor needed m an on-gomg 
Fmanc1al Interests - mvesttgat1on wtll be 
DODPersonnel retameduntilnolonger 

needed m the 
mvest1gat1on AUTH 
Nl-AFU-90-3 

1.01 report of DOD and 
defense related 
employment 

reports filed 
DODD5500-7 

tn accordance \ atHQDFAS-DE destroy after 3 years 
AUTH Nl-AFU-90-3 

' 

2.. 
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TABLE36-1 I 
Continued. I 

A B C D 
R 
u 
L If the•:~ m 
E orpertainto consistimwf whichare then 

1.02 Execuhve Pe,\ 
0Financial D1sclo ure 

SF278filedunderDODD5500-7and 
required by the Ethics m Government 

at Judge Advocate 
General, HQ USAF 

destroy when 6 years 
old, except that records 

Report Actofl 978(P L 95-521) and Office of the needed in an ongoing 
GeneralCounselofthe mvest1gat1on Will be 
A1rforce(SAF/GC) retamedunt1lnolonger 

\ 
needed in the 
invesllgat10n AUTH 
Nl-AFU-90-3 

2 requests for approval re estsandrelatedcorrespondence approved requests at destroy after I year 
to attend technical, approving AUTH N l-AFU-90-3 
sc1ent1fic or headquarters and/or 
professional orders-1ssumgoffice 
meetings 

3 disapproved requests destroy after 3 months 
or approved requests AUTH N l-AFU-90-3 
at acllv1t1es other than 
mrule2 

4 records ofsymposia, mmutes, agenda and related records, dispose ofw1th related 
conferences, accumulated by onsoring OPR of functional subject 
exh1b1ts, sc1enllfic AF-conductedsym osia/conferences matter files of the 
and technical acllv1ty or office 
conventions AUTH Nl-AFU-90-3 
conducted or 
sponsoredbyAF 

5 contrnl ,oco,ds, oo~dence destroy after l year or 
concerningconductofevent h1chdo whennolongerneeded, 
notdocumentanach1evemen r have whichever ts sooner 
con tin m ngreferenceval ue AUTH Nl-AFU-90-3 

6 off-duty employment records and related correspon ence approved destroy on termmat1on 
requests/appl1callons pertammg to requests for approva of of employment, when 

off-dutyemployment superseded by a new 
request, or on 
reassignment or 
separation of 
md1v1dual AUTH 

\ N l-AFU-90-3 

7 destroy after I year, or 
\ovOO on reassignment or 

separallonofind1v1dual 
concerned AUTH 
Nl-AFU-90-3 

8 (RESERVED) \ (RESERVED) 

9 duty and travel 
restnct10ns reminder 
letters \ seetable31-8 AUTH 

Nl-AFU-90-3 

10 (RESERVED) \ (RESERVED) 

11 alcoholabusecontrol alcoholabuse1dent1 ficat1on, treatment, atsoc1alacllonfoffices destroy I year after end 

3 
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TABLE36-1 I 
Continued. I 

A 
R 
u 

If the records are 
E orpertainto 

case files (on or 
b~fore30Sep94) 

11.01 

11.02 

11.03 

12 

12.01 

alcoholabusecontrol 
evaluation case files 
( on or before 3 0 Sep 
94) 

drug abuse control 
case files ( on or 
before30Sep94) 

MAJCOM drug 
abuse control data 
(Drug Rehab1htat1on 
Act10n Management 
Information System) 
(on or before 3 0 Sep 
94) 

B 

consistin!!of 

and rehab1htat10n records required by 
AFI36-27 or Substance Abuse 
Rehab1htat1on and Treatment (SART) 
casefilestrack3,4,5 

alcohol abus 1dentlficallon, and 
evaluat10n(SAR track I ,2) 

records on md1v1duals not authonzed\_ 
for mclus1on m the record groups, or \ 

not covered elsewhere m this 
regulation (see AFI 36-2701), SART 
casefilestrack3,4,5 

automated and manual fi !es related to 
drug abuse 1dent1ficat1on, category of 
abuse, acceptance of treatment, and 
subsequent personnel act10ns used to 
1dent1fy and track an md1v1dual's 
acceptance/declmat1on/progress m 
DrugRehab1l1tat10nProgram,measure 
success ofprogram obJect1ves, support 
separation act10ns, and orov1de 

C 

whichare 

required to meet the 
state of Cahforma 
accred1tatlonstandards 

atsocialact10nsoffices 
for other than c1v1han 
employees 

at social action offices 
forc1v1lianemployees 

I\ 

D 

then 

of month action 
(rehab1htat10n, 
permanent change of 
station (PCS), or 
separation) 1s 
completed, unless 
needed as background 
forcasefilessupportmg 
separat10n actions 
under other d1rect1ves, 
m such cases, 
d1spos1t10n will be the 
sameas the files which 
theysupport(SeeNotes 
2,and7) AUTH NI­
AFU-90-3 
destroy 3 years after 
complellon of 
rehab1htat10n AUTH 
N I-AFU-90-3 
destroy 6 months after 
end of month durmg 
which the commander 
decides entry into 
program or track 3, 4, 
5, 1s not appropnate 
(See Note 7) AUTH 
N l-AFU-88-5 
destroy 3 years after 
case1sclosed(SeeNote 
10) AUTH Nl-AFU-
88-5 
destroy I yearafterend 
of month act10n 
(rehab1htat10n, PCS, or 
separat10n) 1s 
completed (See Notes 
2, 3, 4, 7 and 9) 
AUTH NI-AFU-90-3 
destroy 2 years after 
entry mto the Drug 
Rehab1htat1on Program 
or SART (See Notes 2, 
3, 4 and 5) AUTH 
NI-AFU-90-3 

'-I-
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TABLE36-1 I 
Continued. I 

A 
R 
u 
L If the records are 
E oroertainto 

12.02 dru , abuse control 
eval t1on case files 
or S T case files 
(onorbe re30Sep 
94) 

B 

consistin2of 
anal ys1sreportsorSAR T data 
drug abuse 1dent1ficatton and 
eval uat1on recordsreq U1 red by AF I 3 6-
270 I orSARTcasefilestrack 1,2 

12.03 drug abuse c; records related to a member's entry 
treatmentfiles(onor 
before30Sep94) 

12.04 

13 

14 

15 

16 

drug abuse control 
evaluation case files 
(on or before 3 0 Sep 
94) 
drug/alcohol abuse 
control stat1st1cs (on 
orbefore30Sep94) 

academic rank 
appomtments 

17 equal opportumty 
and treatment 
stat1st1cs 

18 

19 

1ntoandpart1c1patton1nrehab1l1tat10n, 
SARTcasefilestrack3,4,5 

dmg ~~ odenhfirnhon and 
evaluation ecordsrequtredbyAFI36-
2701 

reports on drug/ coho I abuse program 
statusorSART dat 

requests for ap mtment, 
recommendations for p motion 
w1thm academic ranks, and r ated 
records 

adm1n1stratJve mqumes and 
mvesttgattve reports, records of 
mterv1ew and mc1dent/complamt 
reports relatmg to equal opportumty 
matters 
reports on equal opportumty and 
treatment program status, mcludmg 
equal opportumty complamts, racial 
mc1dents and affirmative actions plan 
status reports 

C 

whichare 

atsoc1alact1onsoffices 
for other than c1v1han 
employees 

accumulated under 
AFI 36-2701 and not 
atsocrnlact10nsoffices 

at social action offices 
forc1v1l1anemployees 

atHQUSAF/DPM 

at MAJCOM social 
act1onsoffices 
atsocrnlact1onsoffices 
belowMAJCOM 

\lachonsoffkes 
heroffices 

at H~/DPCH
andDP YCS 

atsoc1alact1ons~ces 

D 

then 

destroy 6 months after 
end of month dunng 
which the commander 
decides entry mto 
program or track 3, 4, 
5, ts not appropnate 
(See Note 7) AlJTH 
Nl-AFU-88-5 
remove and destroy I 
year after date of 
completion of 
rehab1htat10n,or 1 year 
after the md1v1dual 1s 
reassigned PCS, 
separates, retires or 
dies (See Note 9) 
AUTH Nl-AFU-90-3 
destroy 3 years after 
case1sclosed(SeeNote 
10) AUTH Nl-AFU-
88-5 
retire as permanent 
(See Note 8) AUTH 
NCl-174-177 
destroy after 3 years 
AUTH Nl-AFU-90-3 
destroy after 2 years 
AUTH Nl-AFU-90-3 
destroy when 
md1v1dual 1s no longer 
ehg1ble for assignment 
to mstruct10nal 
pos1t10ns or when no 
longer needed, 
whichever 1s sooner 
AUTH Nl-AFU-90-3 
destroy 2 years after 
case1sclosed AUTH 
Nl-AFU-90-3 

destroy after 20 years 
AUTH Nl-AFU-90-3 

destroy after 2 years 

5 
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TABLE36-1 I 
Continued. I 

A B C D 
R 
u 
L If the records are 
E orpertainto consistingof whichare then 

AUTH Nl-AFU-90-3 '-
20 md1v1dual's gnevance or complamt, at Social Act10ns destroy 2 years after 

g~ernl ;~ report ofhearmgor mquiry, copies of offices or any other dateoffinaldec1s10norappeals and 
d1scnmmat10n dec1s1ons rendered, and related location 2yearsafterdateofany 
complaints matenal act10n on the case after 

final dec1s10n, 
whichever IS later 
AUTH Nl-AFU-90-3 

21 adverseactlons not e ofproposed act10n and answer destroy 2 years after 
made md1v1duals and notice of date of the adverse 
dec1s1on, clud1ngrecordsconcern1ng act10n AUTH NI-
c1rcumstan s ofadverse act10n cases, AFU-90-3 
dates ofdehve ofnot1ces, sequence 
ofeventsandstate entsofw1tnesses 

22 lecturercasefi les mofficesofrecord destroy after 3 years 

I\. 

correspondence 1~ta,Jmg
contracts with lecture , b1ograph1cal (See Note 6) AUTH 
sketches of lecturers, ost officer, N l-AFU-90-3 
mtroduct10ns, evaluallons lecturers 
andrelatedmatenal 

23 USAF Personnel s'1ve<-hahde m,ornfiche of th\ atHQUSAFOPR retire as permanent 
Plan(recordcopy) descnbedbyAFR8-l 2 upon supersess1 on, 

obsolescence, or 
resc1ss1on(SeeNote8) 
AUTH N l-AFU-90-40 

24 USAF Personnel allothercop1es destroy when 
Plan superseded, obsolete, or 

no longer needed 
AUTH Nl-AFU-90-40I\ 

NOTE(S): 
I Userule5 ford1spos1t1onoffi leswh 1chdonotmeetcnteriaforpermanentretent1onunder AFI3 7-13 8,chapter2 
2 Transfer copies offiles pertammg to md1v1duals bemg reassigned pnor to completing rehab1htat10n to social actions 
officesatga1n1ngorgan1zat10ns 
3 TransfertoUSAFSpec1a1Tram1ngGroupcop1esoffiles, W1thotherpersonnelrecords,formd1v1dualstransferredtothat 
Group 
4 D1sposeoffilespertam1ngtomd1v1dualsrecommendedford1scharge,separat1on,orcourt-martialundertables36-20or 
3 6-45 ,asappropnate 
5 D1sposeofrecordsfilesmtheUIFundertable36- l 6 
6 Iflecturer 1sstIII undercons1derat1on forfuturemv1tallon, documentat10n mayberetamed unt1 Ino longerneeded, then 
destroyed 

7 Destroy erroneous 1denllficat1on/nonsubstantiated alcohol/drug abuse control case files upon notification of 
erroneous/nonsubstantiated1dent1ficat1on 
8 TransfertotheNat1onalArch1ves1n5-yearblockswhenlatestdocument1s25yearsold 
9 A temporary extension ofthe retent10n penod for the 1982-1983 drug abuse control case files and drug abuse case 
treatmentfi leshasbeengrantedunt1130September 1999 
IO Whenaclassact1oncomplamt1sfi led,refertoTable36-29 ,Rule2 



C 

These three ruJ~":t'.gg temporary electronic records) apply to all rules .m the p;ecedmg table; f!)(. eeo,f 
t;s- r" (.. JfJ'1,,J 

A B C D 
If the records which 

RULE are or oertain to consistin!! of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 
b electromc records destroy when the agency 

that supplement determines that the elec-
- temporary hard copy tronic records are super-- - -- - records where the seded, obsolete, or no long--

. - har.d copy records er needed for admmistrahve, 
. are retained to meet legal, audit, or other opera-

recordkeepmg tional purposes 
requirements 

t.Jectromc copies that are aesrroy aiter recoraKeepmg 
created usmg copy has been created and 
electromc mail and filed or when no longer needed 
word processing or for revision, d1ssemmahon, or 
form filler software reference, whichever is later 

Excepf/m5' 
do 11d· CJ pp/7 -fo rLL·17"//s/, Ri1 le s 11 .J b 

/7, 1i, q,,,J 1-3f,LA/ej y J /31 

2. Rt 1 /e_ c di~S q_ p(fl7 -1-0 

b1 1< vi le5 '-I, J3) J 2 3, 

7 

https://ruJ~":t'.gg
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TABLE36-2 
PERSONNELIDENTIFICA TIONANDPASSRECORDS 

A B C D 
R 
u 
L lftherecordsare 
E or ertainto consistin of whichare then 

cards issued to military personnel, permanently destroy 11nmediately 1f 
their dependents or other authonzed surrendered or not to be reissued 
md1v1duals to establish 1dent1ty as confiscated AUTH Nl-AFU-90-3 
military personnel, protected 
personnel, noncombatants, or as 
entitled to pnv1leges such as medical 
care, commissary pnv1leges, exchange 
patronage, and adm1ss1on to military 
theaters, or for s1m1lar purposes under 
AF! 36-3001 

2 cal badges, photographs, passes, 
1d tificat10n fingerprmt cards and 
s1m1 r records used to identify 
perso el res1dmg on or pern11tted to 
enter a F mstallat10n or barred from 
such mst lat1ons, or controlled area 
credentials or regulatmg entry to a 
land or wate rea, buildmg, structure 
or room to wh h entry must be 
controlled to pr ect USAF physical 

hereon or contamed 

3 restncted area badge ssued to 
md1v1duals who have en granted 
unescorted entry authon 
areas under AF 31-senes rect1ves 

4 OSI badges and credentials see table 71-1 AUTH 
Nl-AFU-90-3 

5 Armed Forces hberty . forms issued to airmen to auth 1ze destroy on 
pass absences from official duties, or r reaccomphshment of a 

absences dunng normal off-duty H urs new pass, or on 
when credentials m rule 1 are not u ed reassignment or 
for those purposes separat10n of 

md1v1dual AUTH 
Nl-AFU-90-3 

6 prov1s1onal pass forms issued to enlisted members of destroy 90 days after 
the Armed Forces when delays might date of issuance 
result m failure to report to proper AUTH Nl-AFU-90-3 
station w1thm time limit specified m 
orders or pass, or when a pass has 
expired or the md1v1dual does not have 
a pass or leave orders 

7 
or stat10n 
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TABLE36-2 I 
Continued. I 

R 
u 
L 
E 

9 

10 

11 

11.01 

11.02 

12 

12.01 

A 

Iftherecordsare 
oroertainto 

lo:~theft ordes uct1on of 

creden ls/passes 

applications \ 

B 

consistin2of 

statements, certificates and related 
correspondence reportmg the loss, 
theft or destruction of 1dent1ficat10n 
credentials or passes 
forms or correspondence used as 
apphcat1ons or requests for 
1dent1ficat10n credentials or passes 

forms or correspondence used as 
apphcat10ns or requests for 
1dent1ficat1on credentials or passes 

apphcat10ns not used for re1ss of ID 
card 

copies of unescorted entry 
authonzat1on mamtamed by 
requestmg act1v1t1es or as part of an 
entry control system 

C 

whichare 
issued to md1v1duals 

at act1v1t1es 1ssmng 
replacement 
credentials 

disapproved 

retamed by venfymg 
and 1ssmng act1v1t1es 
as receipts for US 
Armed Forces 
credentials issued 
under AFI 36-3001 

at 1ssumg actlv1t1es as 
a receipt for 
credentials, badges, 
and passes not covered 
by AFI 36-3001 

\ 
ed by current 
ves to be filed m 
dual's personnel 

used b the requestmg 
act1v1ty ensure 
md1v1dual issued 
authent1cat s/badges 
are surrender upon 
reassignment o. 
separation of 

D 

then 
destroy when 
md1v1dual reports to 
final destmatlon 
AUTH Nl-AFU-90-3 
destroy after I year 
AUTH NJ-AFU-90-3 

destroy or return to 
requestmg office or 
md1v1dual, as 
applicable AUTH 
NI-AFU-90-3 
manage according to 
AFI 36-3001 and 
destroy upon receipt of 
processed apphcat10ns 
which supersede or 
replace applications on 
file AUTH NJ-AFU-
90-3 
destroy when 
superseded by a new 
apphcat10n, on 
destruct10n of related 
credential, or 
immediately after 
issuance of credential 
and entry on control 
log by 1ssumg office, as 
provided for m the 
prescnbmg d1rect1ve 
AUTH NI-AFU-90-3 
manage accordmg to 
AFI 36-3001 and 
destroy upon receipt of 
processed apphcat10ns 
which supersede or 
replace apphcat10ns on 
file AUTH Nl-AFU-
90-3 
(see table 36-12) 
AUTH Nl-AFU-90-3 

destroy when notified 
that credential has been 
returned to 1ssmng 
actlVlty AUTH Nl­
AFU-90-3 



15 

355 AFMAN37-J 391 March1996 

TABLE36-2 I 
Continued. I 

A 
R 
u 
L Iftherecordsare 
E orpertainto 

13 destruction 
certificates 

14 

accountability 
records \ 

15.01 accountability 
records 

15.02 

16 accountability 
records for 
Commissary 
privilege cards (DD 
Form 2529) 

17 passports and visas 

18 

19 

B 

consistingof 

forms or correspondence used to 
certify the destruction of 1dent1ficat10n 
credentials permanently surrendered 
or confiscated 

forms used to record burning or 
mut1lat10n of blank accountable 
1dent1ficat10n credentials 

logs, registers, receipts for blank 
accountable forms, destruction 

~,"'"" fo, destrnyed blank
ntable forms and similar records 

logs, ~empts fo, blank 
account 1lity forms, destruction 
certtficat for destroyed blank forms 
and similar ecords 

logs, ,eg,stm, ,ece,p, fo, b~ 
accountable forms, destruct10 
cert1ficates for destroyed forms nd 
similar records 

authonzat1ons to apply for no-fee ~ 
passports and/or requests for visas an1 

related correspondence (See Note) 

annual report of passport apphcat1ons 

receipts and related correspondence 
for the issuance of passports 

C 

whichare 
ind1v1dual 
prepared by issuing or 
destroying officials 
who do not have 
custody of the receipts 
for the related 
credentials, and sent to 
the appropnate 
custodian 
prepared by destroying 
officials 

completed by 1ssutng 
officers to record the 
issuance of 
1denttficat10n cards 
(ID) covered by AFI 
36-3001 
completed by issuing 
officers to record the 
issue of1dent1ficat1on 
credentials/passes not 
covered by AFI 36-
3001 
completed by issuing 
officers to record the 
issue of subblocks of 
vehicle reg1strat1on 
1dent1ficat10n forms to 
official vehicle 
registration agents 
at Air Force Reserve 
and Air Nat10nal 
Guard units' orderly 
rooms 

I\ 
\ 

at act1v1t1es 

D 

then 

destroy after related 
records (Rule 15) are 
destroyed AUTH NI-
AFU-90-3 

they become part of the 
accountability file (see 
rule 15) AUTH NI-
AFU-90-3 
destroy 5 years after 
issue of last card listed 
on log or register form 
AUTH Nl-AFU-90-3 

destroy after last badge 
listed on the form 1s 
destroyed AUTH NI-
AFU-90-3 

destroy 60 days 
following exp1rat1on of 
vahd1ty penod for that 
senes of vehicle 
reg1strat1on decal 
AUTH Nl-AFU-90-3 

destroy after I year 
AUTH Nl-AFU-90-3 

destroy 6 months after 
subm1ss1on of annual 
report of passport 
app!tcat1ons AUTH 
Nl-AFU-90-3 
destroy after I year 
AUTH Nl-AFU-90-3 
destroy when passport 
ts renewed, destroy 3 
months after 
ind1v1dual's 
reassignment, or return 
of passport to the 
issuing agency 
AUTH N l-AFU-90-3 

NO TE:Th ebackofD D Form 1 056,Auth onzat1on toAppl yforaN o-F eePassportand/ or Request for V 1sa,becomesthe 
receipt SeeDODil000 21-R ForAMCact1v1t1es,seerulel9 

JO 



C 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or oertain to consistin2 of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super--

- - records where the seded, obsolete, or no long--
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeepmg t10nal purposes 
reqmrements 

r.1ectronic copies mat are oestroy aner recoroKeeping 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for rev1s10n, dissemination, or 
form filler software reference, whichever 1s later 

I I 
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TABLE36-3 I 
CASUALTYREPORTING,NOTIFICATION,ANDASSISTANCE 

A B C D 
R 
u 
L Iftherecordsare 
E oroertainto consistine:of whichare then 

I CasualtyReportmg, casual tyre ports ,supp I emental reports, atHQAFMPC/DPMC mcorporatemtothe 
N 1ficat1on,and not1ficat1onmessagestonext-of-k1n, masterm1htary 
Ass1 tanceRecords lettersofc1rcumstancesand personnelrecordsafter 

condolences,reportofcasualty,report thecasualtyass1stance 
offactsandc1rcumstances, casehasbeenclosed 
acknowledgmentand/ortransferof andthensendtoNPRC 
casual tyass1stance,recordof undertable36-l 2,rule 
emergencydata,casualtyass1stance I AUTH Nl-AFU-
summary,andrelatedcorrespondence 90-3 
(seerules l 2and l 3form1ssmg 
person(s)supplementaryreport) 

2 atmstallat10ns destroy! yearafter 
casualtyass1stancecase 
hasbeenclosed(See 
Notes I and2) 
AUTH Nl-AFU-90-3 

3 m1ssmgand helduntilfateof applyappropnate 
captured persons casual ty1sdetermmed d1spos1t1onmstruct1ons 

(atalllevels) fordeceased(rulesl 
and2)orreturnedto 
m1htarycontrol(rules4 
and5) AUTH Nl-
AFU-90-3 

4 personsreturnedto atHQAFMPC/DPMC seetable36- I 2 
m1htarycontrolfrom AUTH Nl-AFU-90-3 
m1ssmgorcaptured 
status(SeeNote I) 

5 atmstallat10ns destroy! yearafter 
casualtyass1stance 
summaryhasbeen 
forwardedtoHQUSAF 
(EXCEPTION seerule 
11 )(SeeNote3) 

~ AUTH NI-AFU-90-3 
6 verysenously 

111/mJuredor 
\MPC/DPMC destroy6monthsafter 

adm1n1strat1veclos1ng 
senouslyi11/mJu red ofcase AUTH NI-

7 otm&al\ AFU-90-3 
destroy I yeara fter 
pat1enhsreported 
"WRITE,""BROKE," 
"MOVED "AUTH 
Nl-AFU-90-3 

8 woundedmact1on atHQAFMPC/DP\ destroy6monthsafter 
andnotsenously11l rece1ptofreport 
onnJured AUTH N I-AFU-90-3 

12 
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TABLE36-3 I 
Continued. I 

A 
R 
u 
L Iftherecordsare 
E orpertainto 

9 
\. 

10 casualtyr ords 
mamtamed levels 
ofcommandno 
coveredmth1sta e 

11 reportofcasualty, 
returntomtlttary 
control fromm1ssmg 
macttonorcaptured 
status 

12 mtssmgpersons 
supplementaryreport 

12.01 

13 

14 recordofemergency 
data(ongmal) 

15 recordofemergency 
data(dupltcate) 

16 

17 

B 

consistingof 

I\fi\'' 
reportwtthat chmentsandal !related 
mformalton 

formsforacttvedutyAFpersonnel 

formsforacttveduty AF personnel, 
ANG, USAFR,andAFReadyReserve 
notonextendedacttveduty 

forms for ANGandUSAFRpersonnel 
entenngacttveduty(notEAD)and 
whosepersonnelrecordsarenot 
forwardedtodutvbase 
forms forANGandUSAFRpersonnel 
perform1ngdutyw1thaun1totherthan 

C D 

whichare then 
atmstallat10ns destroyafter 1year 

AUTH N 1-AFU-90-3 
atotherthanHQ destroyafter 
USAFandreportmg admm1strat1veclos1ng 
mstallattons ofcase,orwhenno 

longerneededto 
performmomtormg 
respons161l1t1es(See 
Note2) AUTH NI-
AFU-90-3 

atHQUSAF/ seetable36-12,rule I 
MPMDRand AUTH Nl-AFU-90-3 
report1ng1nstallat1ons 

atHQAFMPC/DPMC tfafter I 0years,status 
1sst11lm1ssmg, 
mcorporatemtothe 
mastermtlttary 
personnelrecordand 
thensendtoNPRC 
undertable36-12,rule 
l(SeeNote4) AUTH 
N 1-AFU-90-3 
1fstatus1snolonger 
mtssmgbefore I 0years 
haveelapsed,seerule3 
(SeeNote4) AUTH 
Nl-AFU-90-3 

atmstallattons destroywhenmember's 
statushaschanged 

i\ AUTH Nl-AFU-90-3 
destroyaftermember's\MPC/DPMC 
releasefromextended 
act1veduty AUTH 
N 1-AFU-90-3 
destroy30daysafterholdby~cally

separated 1ts(GSU) member'sdeparture 
fromGSUorentryon 
EAD AUTH NI-
AFU-90-3 

senttounttsof 

\ 
destroy90daysafter 

attachment member'sdeparture 
AUTH Nl-AFU-90-3 

)
senttoumtswhere 
dutyisbemg 

13 



----
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. .TABLE36-3 · I ' 

Continued. I 
C DBA 

R 
u 
L Iftherecordsare 

whichare then
E oroertainto con~ingof 

performedun,tofas~,'nbndwho,e 
personnel cordsarenotforwardedto 
dutybase 

senttoMPFsserv1cmg destroywhenmemberfonnsfornot,v~pecsonnel 
thehosp1tal 1sreleasedfromhosp1tal1zedawa omthehome 

hospital AUTH NI-mstallat!on 
AFU-90-3 

atMPFs,Personal destroyupon
19 recordofemergency fonnsfornohvodu";''' permanentchangeof

data( carbon punch ass1gnedtothebaseonnst llat1on Affa1rsSect1onor 
CustomerServ1ce(See stat1onorseparatlonof

card) -
Note5) member AUTH NI-

AFU-90-3 

NOTE(S): 
I RetamAFForm58,CasualtyAss1stanceSummary,(1fnoAFForm58,retamcopyofAFForm 1312)andacopyotDD 
Form 1300, Departmen totDe fenseReportofCasual ty,ordeathcerttficatefor 5 yearsmaccumulat1 ngoffice 
2 Destroycasualtyreport1ngrecordsreta1nedbyinstallattonsw1thonlyreport1ngrespons1b1l1ty6monthsafterdateof 

death 
3 Destroycasualtyreport1ngrecordsreta1nedbyinstallat10nswithonlyreport1ngrespons1b1l1ty6monthsaftermembens 

returnedtomIItiarycon trol \
4 M1ssmgpersonssupplementaryreports(SMR)covenngmult1plecrewmembersw1llbereta1nedbyAFMPC/DPMCfor 
I 0yearsa fterthel astcrewmem ber'sstatus1 sresol ved, WIl lbemcorporated m tothemasterm1 Ittarypersonnel recordand 
thensentto NPRCundertable3 6-12, rule I SMRWIl lbefiledw1thmasterm 1 l 1tarypersonnel recordofthep1 lotm 
commandofthea1rcraftorthesen1orrankmgmembennacommandmcident----= Th1s1sanoptlonalfileandmaybeestabhshedatthed1scretlono~heCh1ef,MPF _______________I 

These three,rules (involvmg temporary electromc records) apply to all rules m the precedmg table· e)(CCf+ ~5 
h vfe,:I be/M ; ~ 

A B C D 
If the records which 

RULE are or nertain to consistin11 of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 
b electromc records destroy when the agency 

that supplement determmes that the elec-
temporary hard copy tromc records are super--

- records where the seded, obsolete, or no long--
hard copy records er needed for admmistrahve, 
are retamed to meet legal, audit, or other opera-
recordkeepmg bona! purposes 
requirements 

Electromc copies mat are ctestroy aner recorctkeepmg 
created usmg copy has been created and 
electromc mail and filed or when no longer needed 
word processmg or for rev1s1on, dissemination, or 
form filler software reference, whichever is later 

F-xce p1-1c,;.,!. 1< (/1 Jes 4' ~ 6 c/o 11of q pplf -lo R vi /es I~· 13' 

C 



---------.. 
TABLE36-4 I 
PERSONNELDAT ASYSTEM-l\:1u.,lT ARY(BASELEVEL)(seenote) I ' ' 

A B C D' 
R 
u 
L Iftherecordsare 
E oroertainto consistingof whichare then 

1 DDNorPseudo d1skfilesinsupportofDD-Nand inMPForCPFPSM d1sposeofin 7 daysor 
Processing Pseudo Processing unit whennolongemeeded 

forrecovery AlITH: 
NC l -AFU-85-25 

2 hstmgoutputfrom ut1htyhst,personnelfilecontroller, usedformanagemen t destroyafter30days. 
EODprocessmg dupl1caterecordhst,DDNl1st, andcontrolofPDS AlITH Nl-AFU-91-39 

DESIREsummary, PseudoRemote 
hst,etc. 

3 averagestrength AFForm380usedatHQUSAF, mMPFworkumt destroyafter1yearor 
datareport MAJCOMs,andbasestomake onmactivation, 

managementdec1sionsregardmg whicheverissooner.-- -
health,welfare,andmoraleofm1htary AUTH NCI-AFU-85-
personnel . 25 

·/5 
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TABLE36-4 I 
Continued.(seenote) I 

R 
u 
L 
E 

4 

A 

lftherecordsare 
orpertainto 

av,'.~hdatare ort 

5 da,iystcength\ 

6 

7 

(RESERVED) \. 
transact1onreg1sters 
resultmgfromBase 
LevelPersonnel 
System 

8 

9 

transact1onreg1 sters 
resultmgfromBase 
Level Personnel 
Svstem 
reJectedtransact1on 

10 centralandlocal 
tables 

11 documents 
supportmgsystem 
updates 

12 PDSData 
Venficat10nproducts 

13 productsresultmg 
fromthePDSwh1ch 
aremechamcally 
producedoutput 
productsnotcovered 
elsewheremth1s 
manual 

B C D 

consistiniwf whichare then 
atusmgacttv1ty destroyafter3months 

orwhenpurposed1s 
served, wh 1chevens 
sooner AUTH NCI-
AFU-88-25 

umtstrengthreports destroywhennolonger 
needed AUTH NI-
AFU-90-3 
(RESERVED) 

hereport1tselfwh1ch1scomputer atPersonnelSystem destroyafter3 Odaysor 
p ducedeachprocess1ngday Manager(PSM)work whennolongerneeded, 

center wh1chevenslater 
AUTH NCI-AFU-88-
25 

cop1esatworkcenters destroywhenpurpose 
otherthanPSM hasbeen served 

AUTH NCI-AFU-88-
25 

l,stmgoftrnnsac~h,chfa,lodots 1dent1fymgand destroyafter6months 
andreJectstoCPFo PFfor correctmgerrors AUTH NCI-AFU-88-
correction 25 

lostmg.m,crnfichoo,d,\ usedforcodmg, destroywhenreplaced 
translatmgcodes, bynewhstmgor 
venfymgsystem microfiche AUTH 
routines NC I-AFU-88-25 

pernmndcod,ngshootso,,np~ usedtopreparemput destroy3monthsafter 
sourcedocumentat1onnotother 1se transact10ns mputorwhenno 
coveredmth1smanual longerneeded AUTH 

NC l-AFU-88-25 
DESIREIIstmgandvanousother 
support1ngdocumentat1on \ 

usedforobtammg 
mformat1on, 
1dent1fymg 
d1screpanc1es, 

destroyafter I yearor 
whennolongerneeded 
AUTH NCI-AFU-88-
25 

ffectmgcorrect1ons, 
neralquahtycontrol 

0 Salsofor 
mea urmgthe 
mana ementand 
contra fpersonnel 
officere ons1b1ht1es 

d1skfilesusedtoproduceareport,or products 1chserve destroywhen 
thereport1tself, vanousl 1stmgof suchd1vers1 ed supersededorwhenno 
m1scellaneousmformat1onfromPDS, purposesthat1 s longerneeded AUTH 
reentryd1skfil es 1mpracttcaltod elop NC l-AFU-88-25 

aretent10npenod r 
each 
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TABLE36-4 I 
Continued.(seenote) I 

A B C D 
R 
u 
L lftherecordsare 
E orpertainto consistin1!0f whichare then 

14 RIPproducts RIPs~g,nd,,ndo,alo,posot,on usedforaud1tand destroyafter3months 
datanot herw1secoveredmth1s venficat1onofdata orwhennolonger 
manualas qu1redfunct1onal mputoralreadyapart needed AlITH NCI-
documentat n ofPDSrecord AFU-88-25 

15 systemchange AFFo,m804~nelDotoSystem destroyafter 3 years or 
requests - --

Reqmrement/ angeRequestand whennolongemeeded, 
supportmgrecor wh1chevenslater 

- AUTH Nl-AFU-92-22 
16 AFFo,ml945,Pe,so,~m 

ExceptlonsReportand pportmg 
mamtam2calendar 
yearsmcurrentfiles, 

records thendestroyafter2 
add1t1onalyears 
AUTH Nl-AFU-92-22 

17 (RESERVED) \ (RESERVED) 

NOTE(S): 
l ThePersonne1DataSystem(PDS)1scompnsedoftwobas1cparts PDS-M1!1taryandPDS-C1v1han Vanousmechan1zed 
reportsmanagementproductsandcarddecksareproduced,e1theronaone-tlmeorrecumngbasis,assystemoutput The 
BaseLeve!Personne!System(BLPS)1sbasedonacentralcomputerfileofpersonneldataatbaselevel,us1ngstandard 
programstoprocessdata,produceoutputproducts,andsuspensepersonnelaclions BLPSsupportscurrentPDS-M1!1tary 
andPDS-C1v1!1anatMAJCOMandHQUSAF ProductsfromPDSofsuchsign1ficanceastorequirespec1ficretent10n 
penodsare1dentified1nth1stableandtable36-9.Productsrelat1vetoaux1l1arysystemswh1che1thersupportorare 
supportedbythePDS,suchasprojecttrans1tion,leave,andothershav1ngun1qued1spos1t10ncntenaare1dent1fied1n 
appropriatesubJectmattertablesmthe-----I-----=--------------

These three rules (mvolvmg temporary electromc records) apply to all rules m the precedmg table· 

A B C DIf the records 
which 

I 
RULE are or nertain to consistino of 
a are thenElectronic systems electronic records destroy on expiration

that replace 
of the retention penod

temporary hard previously approved 
copy records 

for the corresponding 
b hard coov records 

electromc records destroy when the agency 
that supplement 

determines that the elec-
- temporary hard copy tromc records are super-- - records where the 

seded, obsolete, or no Iona-
hard copy records "' . er needed for adm1mstrative 
are retained to meet 

legal, audit, or other opera-'
recordkeeping bona! purposes 
reqmrements 

C J:.lectromc copies mat are 
oestroy aner recoraKeeping

created using 
copy has been created and 

electromc mail and 
filed or when no longer needed 17

word processing or 
for revision, d1ssemmation, or

form filler software 
reference, whichever is later 



2 

TABLE36-5 
USAFAFACULTY/CADETRECORDS 

A B 

Iftherecordsare 
consistinoof 
records used as a primary source for 
academic information on officers 
assigned to USAFA teaching pos1t1ons 

as a sole source for academic 
informa n officers who have left 

Tenure Associate correspondence pertaining to the 
Professors, Tenure initial request, Justification, 
Staff Officers, and Superintendent approval and AF!'v1PC 
Continuous Tour approval 
Officers 

C 

whichare 
at faculty departments 
and staff agencies 

D 

then 
retam in office for I 0 
years after departure 
from USAF A then 
forward to Special 
Collections 
(DFSELSC)and 
destroy when no longer 
needed for reference 
AUTH NCI-461-82-5 
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TABLE36-5 I 
Continued. I 

A B C D 
R 
u 
L Iftherecordsare 
E oroertainto consistin2of whichare then 

3 forms and/or correspondence on destroy when no longerIn\tor Files 
future, current, and past USAF A needed for reference 
instructors AUTH NCl-461-82-5 

4 correspondence pertaining to the destroy upon 
Case;~_egree completion of AFITAdvanc available resources, AFIT ehg1b1hty 
Nominatl s · letters training AUTH NCI-

461-82-5 
5 correspondence and related records at Graduate Studies destroy after 25 yearsGrnduate Pco\

Applications concerning applications and (Note 1) AUTH NCI-
preparation for 461-82-5 
scholarsh1ps/fellowsh1ps 

6 Conduct and/or \ correspondence used to refer cadet for at Cadet Policy destroy upon 
Aptitude Probation ~ement on, contmsatoon on, ot D1V1s10n graduation or, when 

oval from aptitude or conduct cadet would have 
bat1on graduated AUTH 

NCl-461-82-5 
7 Counseling Record fo~~d in daily contacts with at Cadet Counseling destroy 1 year after 

cadets nd are part of the ind1v1dual's Center graduation AUTH 
counsel g file NC 1-461-82-5 

8 Invest1gat10n Files invest1ga ve material pertaining to at Cadet Honor and destroy after 1 year 
Wing Hon r Boards Ethics on 1st & 2nd AUTH NCl-461-82-5 

class Cadets 
8.01 at Cadet Honor and destroy after 6 months 

Ethics in 3rd and 4th AUTH NCl-461-82-5 
class cadets 

9 Case Files of Honor guilty cases at Cadet destroy after 5 years honot heanngs of\cadets 
Hearings Honor and Ethics AUTH NCl-461-82-5 

10 not guilty cases at destroy after I year 
Cadet Honor and AUTH NCl-461-82-5 
Ethics 

11 Honor Code Board numerical log ofall Hono\de at Cadet Honor and destroy when no longer 
Log Boards Ethics needed for reference 

AUTH NCl-461-82-5 
12 Honor Review minutes ofmeetmgs and back\nd destroy when no longer 

Committee material needed for reference 
AUTH NCl-461-82-5 

13 Honor and Ethics matenal used fot honot and eth,c\ at Cadet Honor and destroy after 1 year or 
Training training Ethics when no longer needed, 

whichever 1s sooner 
AUTH NCl-461-82-5 

14 Exit Quest1onna1re res1gnat10n quest10nnaire on honor ' code I\ 
15 (RESERVED) \ (RESERVED) 
16 \ 
17 \ 
18 Boards and case files on cadets documenting destroy when no longeratS~~udge

lnvest1gat1ons invest1gat10ns and boards Advo te's office needed for reference 
AUTH NCI-461-82-5 

19 CadetPromotion rosterusedtoproVIdein format10n destroyafter 1 year 
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TABLE36-5 I 
Continued. I 

A B C D 
R 
u 
L Iftherecordsare 
E oroertainto consistin1wf whichare then 

Ltst \ necessarytopubltshaltstmgofall AlJTH NCl-461-82-5 
~etspossessmgrankforthenext 

mottonltstterm 
20 Cadetlnfonnatton for usedtoprov1defaculty ateachdepartment destroyafterpurpose 

Card depar entsandmstructorswttha hasbeenservedor!0 
-

readyre renceacademtcprofi leof yearsaftergraduatton- -
currentan astcadets whtchevenssooner 

(Note2) AUTH NCI--
461-82-5 

21 (RESERVED) \ (RESERVED) 
22 MotorVehtcle fonnsusedtoreque enn1ss10nfor atAtrOfficer destroywhen 

lnformatton purchaseofamotorve tcleandto Commandoffice superseded, when no 
record1nformat1onabo acadet's longerneeded,orupon 
motorveh1cleinclud1nga mmaryof graduat1on,wh1chever 
hts/herdnvmgrecord tssooner AUTH 

NC 1-461-82-5 
23 DrumandBugle fo,msandcorrespondencoto,~ a tCadetDruman d destroyaftergraduat1on 

Corps cadet'smterest,exper1ence,and BugleCorpsOffice orwhencadetwould 
ab1ltt1esmcludmgaud1t10nsheet om havegraduated 
tryouts AUTH NCl-461-82-5 

NOTE(S): 
I RetamedatUSAF Academytheent1reretent10npenod 
2 Retainedmdepartmenttheent1reretent1onpenod 

These three rules (involving temporary electronic records) apply to all rules in the precedmg table: 

A B C D 
If the records which 

RULE are or nertain to consistin~ of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determmes that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, - are retained to meet- - legal, audit, or other opera--
record.keeping ttonal purposes 

. requirements 
electronic copies tnat are 2oC . oesrroy aner recorUKeepmg 

created usmg copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 



.,..': r'.. • "\~ -,- _,__, -.. .. _______ ..,."" _____~, ·----·· ---·-.. - -- . ----· ·-- --- ----- --------
...TABLE36-6 I . 

PERSONNELSURVEYS I 
A B C D 

R -u . -
L lftherecordsare 
E oroertainto ,on,btlneof~ whichare then 
1 personnel surveys correspondenceonan ouncement, atHQUSAF/DPCE destroyafter5years 

methodofadmm1strat10 suspense andHQ AUTH Nl-AFU-90-3 
dates,d1spos1t10nmstruct1 nsusedto AFMPC/DPMYOS 
conductsurveys 

2 atMAJCOMs,MPFs, destroyfollowing 
CPFs closmgdateofthe 

survey AUTH.Nl-
AFU-90-3 

3 selectDESIREmqu1rystatementused 
toi den t1 fyresponden tsa trespect1 ve 
MPFsandCPFs ~ 

4 l1st1ngofrespondeesusedto1dent1fy 
andcon tactrespondeesandforfol low-
upcontactsasnecessarv ~ . 
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TABLE36-6 I 
Continued. I 

A B C D 
R 
u 
L Iftherecordsare 
E oroertainto consistin°of whichare then 
5 surveybookletsusedtoadm1n1ster des troyafteruseor 

survey sendtonextlocat1on, 
asd1rected AUTH \- Nl-AFU-90-3 .. 

6 
. 

a wersheetsusedtorecord sendtotheAirForce 
res nse~,thentocomp1 leresponses M1htaryPersonnel 
" 

. 
Center(AFMPC)for 
opt1caldocument 
scannertoreadand 
createdatafiles, 
destroywhenquahty-
controlledfile1s 
created AUTH.Nl-
AFU-90-3 

7 ,omput«pnntoutofsu~taused destroywhennolonger 
byOPRtoanalyzesurveyre 1lts needed AUTH Nl-

AFU-90-3 
8 copmtofsumyfindmgsondat~ 

analys1s,andresultmgact1onstak or 
planned 

9 compute,taposonnassstorng,usedto\ erasewhennolonger 
ma1nta1ndataavailableforfurther needed AUTH NI-
analys1sandlonmtudmalstud1es " AFU-90-3 

; 

These three rules (mvolving temporary electronic records) apply to all rules in the precedmg table: 

A B C D 
If the records which 

RULE are or nertain to consistino of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 

-
- . . 

are retained to meet legal, audit, or other opera-
record.keeping tional purposes 

. requirements-
C t.lectromc copies mat are aesrroy aner recorUlCeepmg '22.. 

created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 



-- ----------- -- ---- ----------~-- - - ------
TABLE36-7 I -· -
FAMILYSUPPORTCENTERS I --

A ..--8------ C D 
R -
u - ·--
L Iftherecordsare _ 

. ,..,;,i,iE orpertainto whichare then 
1 Fam1lySupport destroywhenprng,-am,offm~ly

Centerprograms SupportCenter Co esofoutlmes, superseded,obsolete,or 
mdexes,letters,classl sonplans, nolongerneeded 
pubhcity,etc ,ofprogra available AUTH NI-AFU-90-3 
orpendmg 

2 recordsoffam1hes ongo<ng,ecocdofind,v,dua~~• atbaselevel destroyafter1yearor 
seek1_!1gserv1ces forservices,mformat1onormst ct1on whennolongemeeded, 

(AFFonns2800and280 I) whichevenslater. 
AUTH Nl-AFU-90-3 

\ 
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TABLE36-7 I 
Continued. I 

A 
R 
u 
L lftherecordsare 
E orpertainto 
3 FamliySupport 

Centercontact 
records 

-
-

4 mtakesummanes 

5 vol un teersserv1ce 
records 

--------...- .. -------

B C D 

consistingof whichare then 
formsands1m1lardocum ts destroy3monthsafter 
regardmg1nd1v1dualswho g1cally quarterIyreport1ssen t 
maylaterseekserv1cesofthe m1ly m 1 ffurth er con tact1s 
SupportCentere1therbyd1rect ontact notmade AUTH NI-

- orreferral fi-omcommandersor er AFU-90-3 
baseagenc1es 

,econlsofindmdualsseokmg destroyafter2years:i 
counsel1ng,1nformatton,referralor AUTH N l-AFU-90-3 
programpart1cipat1 on (AFF orm2806) 

AFForms2805 \ atbaselevel destroy I yearafter 
md1v1dualdeparts

\ AUTH NI-AFU-90-42 

These three rules (involving temporary electrornc records) apply to all rules m the precedmg table: 

A 
If the records 

RULE are or J)ertain to 
a Electronic systems 

b 

C t1ectro01c copies 

B 

consistin2: of 
electronic records 
that replace 
temporary hard 
copy records 

electromc records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retamed to meet 
recordkeepmg 
requirements 
tnat are 
created using 
electromc mail and 
word processmg or 
form filler software 

C D 
which 
are then ' 

destroy on expiration 
of the retention penod 
previously approved 
for the correspondmg 
hard copy records 
destroy when the agency 
determines that the elec-
tromc records are super-
seded, obsolete, or no long- . 
er needed for admmistrahve, 
legal, audit, or other opera-
ttonal purposes 

uestroy aner recoroKeepmg 
copy has been created and 
filed or when no longer needed 
for rev1s1on, d1ssemmat1on, or 
reference, whichever is later 



TABLE36-8 I 
POINTCREDIT ACCOUNTINGANDREPORTINGSYSTEM(PCARS SEENOTE) I 

A B C D 
R 
u 
L lftherecordsare 
E orpertainto ~stin2of whichare then 
1 mputtransact1on producedbyMPFsand destroyafter16cert:~ngssummammgmanual 

registers mputto ARSfromtheMPF heldatMPFwork months AUTH NI-
(M1hta rsonne!Fhght) centers AFU-90-3 

2 processed hstmgsrnfl~alltrans,ctrons producedbyPCARS 
transacllons processmgm ARS andd1stnbutedto 

MPFs 
3 reJectedtransact1ons hstmgsoftransact nswh1chfa1led1ts destroyaftercorrecttve 

andreJecttoMPFsfo orrect1on aclloncompletedor 
whenthehslls 
supersededbyamore 
currenthst AUTH 
N l-AFU-90-3 

4 pomtsummanes MPFmembe<rnsternndpomt \ destroyafterrece1ptof 
summanesforreserV1stsass1gne to morecurrentreportsor 
theMPF whennolongerneeded 

AUTH Nl-AFU-90-3 
5 ANG/USAFR preprmtedofcont1nuousforms mMasterPersonnel seetable36-l 2,rules l 

rellrementcred1t des1gnedtobeusedforcomputer RecordGroupand andl l AUTH Nl-
summary/statement pnntmgwithmPCARSand/or 

\ i\.1eldRecordGroup AFU-90-3 
ofpomtseamed man uall ycomp leted 

6 a~~Fsandother destroyafter l yearor 
wo centers whennolongerneeded, 

wh1chevenssooner 
\ AUTH Nl-AFU-90-3 

zS 
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TABLE36-8 I 
Continued.(SEENOTE) I 

A 
R 
u 
L Iftherecordsare 
E orpertainto 
7 

-

8 workmgdatausedto 
operatethePCARS 

9 stat1st1calreportsor 
summanesusedto 
managePCARS 

B 

~......, 

\ 
access10nhstm s, hstofrecycled 
transact10ns, hst recordsrequmng 
reconc1hat1onbet\\ enAPDS,PCARS 
andARP AS,andvan scontrol 
reportsusedtoassureav 1dcomputer 
update 
ANGpomtsummary,errora alys1s 
reports,mputandreJectanalys 
reports,APDS-PCARSreconc1 t1on 
reports, MPF performan ceeval ua n 
reports 

C 

whichare 
atAdJutantsGeneral 
officesmthe 
respect1vestates 

atMPFworkcenters 

atMPFworkcenters, 
Nal!ona!Guard 
Bureau,Atrforce 
Reserve,HQUSAF 
OfficeofAtrforce 
Reserve, State 
AdJutantGeneral,and 
otheracl!v1t1esas 

\aoohcable 

D 

then 
dtsposeofaccordmgto 
thelegalrequ1rements 
ofthemdtVJdualstates 
AUTH Nl-AFU-90-3 
destroyafter I yearor 
whennolongerneeded, 
whtchevenssooner 
AUTH Nl-AFU-90-3 

destroyafter I yearor 
whennolongerneeded, 
whtchevenssooner 
AUTH Nl-AFU-90-3 

NOTE:ThetermMPFappl1esequallytom1!1tarypersonnelf11ghts,consol1datedreservepersonnelofficesandtheA1r 
ReservePersonne!CenterOPRasthereference1spert1nent 

These three rules (involving temporary electronic records) apply to all rules m the preceding table. 

A B C D 
If the records which 

RULE are or nertain to consistino of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for admmistrative, 

-
- --

are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 

- requirements 
C .1:.1ectromc copies that are aescroy an:er recorG1Ceepmg 

created using copy has been created and 
electronic mat! and filed or when no longer needed 
word processing or for revision, d1ssenunation, or 
form filler software reference, whichever 1s later 



I 
·-

TABLE36-9 
PERSONNELDATASYSTEM--MILITARY ANDCIVILIAN(HQAFMPC) I 

A B C D 
R 
u 
L Iftherecordsare ~..,E oroertainto whichare then 
1 HQAFMPCPDS- usedtodenvethe destroyEOMJul,Aug,acompl<t~ub-

~ 

MILIT ARYPDS- system)forev emberonthe strength oftheAF as Oct,Nov,Jan,Feb, 
CIVILIAN(T APE) masterpersonnel easoftheendof ofEOMandfor Apr,May,after13 

eachmonth(EOM) retrieval purposes months AUTH.Nl-
AFU-90-3 

2 PDS-EOMMarand destroyafter3years 
Jun ~ AUTH NI-AFU-90-3 

3 PDS-EOMDec destroyafter6years 
AUTH NI-AFU-90-3 

4 PDS-EOMSep retireaspermanent\ (SeeNote) AUTH 
\ N l-AFU-94-2 

27 
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TABLE36-9 I 
Continued. I 

A B C D 
R 
u 
L lftherecordsare 
E oroertainto consistingof whichare then 
5 HQAFMPCPDS- records! nsact10nsprocessedby prov1descapab1l1tyfor destroyafter6months 

MILITARYPDS- SSAN,CC foreachupdate postanalys1sfor AlJTH NI-AFU-94-2 
CIVILIAN(TAPE) acllonsaffectmgAF 

- personnel structure 
- - andforreconstructmg 

ofiuasterfi Jes 
6 HQAFMPC - transact,bnsasofup~~h, usedformonthly destroyafter6months 

Monthly(TAPEand month,bu1ldtopackase hoccurs reportsandrecoveryof AUTH Nl-AFU-90-3 
M1croform)PDS- reports,effectmgAF 
C1v1han Personnelandstrength 

' 
NOTE:Th1sapp I 1estothefol I owmg6masterfi Jes( orthe1rsuccessors) Act1 veAirmenMasterF 1 I e, Act1 veOffi cers 
MasterFI le, AirNat1on al GuardAirmenMasterFI le, Air N allonal GuardOfficersMaster FI le, USAFReserveA1rmen 
M ~ ~terFI I e, USAFReserveO fficersMaster File 

Thf4e jee 1;1le; (mvolv:J ~mporary electronic r?ordft. apply to all rules in the preceding table; .f.XC ep-t· 
~ (<t,i(~ q do e,,rJf qpp 'I c> -rl-"1 k_ </

A B C D 
If the records which 

RULE are or nertain to consistin!! of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tromc records are super-
records where the seded, obsolete, or no long- . 
hard copy records er needed for admimstrative, 
are retained to meet legal, audit, or other opera-
recordkeepmg tional purposes 
requirements 

C t.fectromc copies that are oescroy aner recoraKeepmg 
created using copy has been created and 
electroruc mail and filed or when no longer needed 
word processing or for rev1s1on, d1ssemmation, or 
form filler software reference, whichever is later 
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.j 

C D 

whichare then 
destroy2yearsafter 
endofFYmwhichall 
act1onsarecompleted 
AUTH Nl-AFU-90-3 

atrecruitmgoffices 
whichheldtheevent 
andatfl1ght 
superv1soroffices 

destroyafter2yearsor 
whennolongemeeded, 
wh 1 ch everissooner 
AUTH NI-AFU-90-3 

atrecruitmgoffices destroyafter l year. 
AUTH NI-AFU-90-3 

atprepanngact1v1t1es destroy2yearsafter 
endofFYmwh1chall 
act10nsarecompleted 
AUTH Nl-AFU-90-3 

TABLE36-10 I 
USAFRECRUITINGSERVICERECORDS I 

A 
R 
u 
L Iftherecordsare 
E orpertainto 

1 Nat10na!Lead 
Fulfillment 

2 Centeroflnfluence 
(COI)leads 

3 datafeedback 

4 v1s1torlog 

5 Personallnterv1ew 
Records(P!Rs) 

B 

'"i.,
I,st,ngbyfli'"'""gofficeof
namesandall va1lablemformatton 
onprospectswh respondedtoa 
nat1onaladvert1s ent, whichareused 
byf11ghtsupervisor ndrecruiters 

AETCFonnl303h~~wleads 
generatedasaresultofa rospective 
Appllcant(PA)CO!eve 

sepo,atoo,dotoch•bloma,l~ 
1nformat1oncardusedtoobta1 
pertmentinformat10nfromind1 1duals 
who1nd1catetheinnterestmfind1 
outabouttheUSAF 

logtorecordvis1tsbyd1stmgmshed \ 
c1vil1ansandallm1htawersonnel 
recordsprepareddunng1nterV1ewto 
determ1neenl1strnentel1g1b1l1ty \ 
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TABLE36-10 I 
Continued. I 

A B C D 
R 
u 
L Iftherecordsare 
E oroertainto consistingof whichare then 

6 nhstmentcasefiles formsandrelatedrecordsusedto atrecnutmgoffices sendtoappropnate 
processandenl1stmd1v1duals1ntothe USAFM1htary 
m1htaryserv1ce(SeeNote l) Enl1stmentProcess1ng-

- Stat1on(MEPS)l1a1son-
officepnortoappltcant 
processmgatthat 
fac1hty AUTH Nl-
AFU-90-3 

7 formsandrelatedrecordsusedto atAFLtatson(MEPS) dtstnbutecasefile 
processanden hstmdt vtdual st n tot he Offices formsperAETCR33-2 
m1htaryserv1ce(SeeNote I) andMthtary 

Enl1stmentProcessmg 
Command(MEPCOM) 
directives Destroy 

\ - remammgforms90 
daysafterapp!tcant 
enlistment AUTH 
Nl-AFU-90-3 

8 atsquadronoperattons destroy l yearafterthe ""';~!,c,ntssoparntedfrom
theDela edEnhstmentProgram offices endofthemonthm 
(DEP) whtchtheapp!tcant 

wasd1scharged 
AUTH Nl-AFU-90-3 

9 casefilesonap 1cantsprocessedand atrecru1tmgoffices destroy3monthsafter 
dtsquahfiedbec usetheyfatledto theendofthemonth 
meetmentalorph 1calstandards, casefi lewasrecet ved 
fatledtoenhstmthe EPorregular bytherecrutter 
AF oracceptass1gnm treservat ton, AUTH Nl-AFU-90-3 
ornofurtherenhstmen cttonts 
contemplated 

10 school program md,v,dualdatapertatnm~of destroy2 yearsafter 
folders school, V1s1tsscheduled,d1r tmatl endofFY AUTH NI-

programmatlouts,ASVABh tmgs AFU-90-3 
andotherappropnatedata 

11 (RESERVED) \ (RESERVED) 

12 Recru1terDa1ly fonnuscdto!ogd"lyoxpectatwn, \ destroyafter3months 
Act1v1tyLog 11teraturemat I ed,rep I 1esrece1ved, AUTH Nl-AFU-90-3 

callsattempted,contactsmade, 
appomtmentsscheduled,numberof 
prospectswhofatledtoshowfor 
appo1ntmentandnul1)berofprospects 
whowererecon tacted forappot n tmen t, 
walk-ms,d1squal1fiedmd1v1duals, 
P!Rsm1t1ated,etc ,wh1chareprepared 
bytherecrmter \

13 Supervisor's evaluation and analysts of flight \ destroy when no longer 
Recruiter Act1v1ty recruiters, which are prepared by the needed or upon transfer 
Log flight superVJsor to Consohdated 
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TABLE36-10 I 
Continued. I 

A 
R 
u 
L Iftherecordsare 
E oroertainto 

14 Consolidated 
Recru1tmg Activity 
Log 

15 Squadron Operat10ns 
Daily Act1V1ty Log 

16 Squadron Operat;ons 
Monthly AdlVlty 
Log 

17 market surveys 

18 
-

19 comm1ss1onmg case 
files 

20 

8 

consistingof 

~,consolidated from SuperVIsor's 
ulter ActlVIty Log, which are 
ared by the flight superVIsor 

data~ daily recnntmg operat10ns 

data co~dated from Operations 
Daily Ac v1ty Log 

a record ofu employment rates, 
reserve compo ents, cultural and 
ethmc makeup o the market area, and 
Armed Services cat10nal Aptitude 
Battery data 

,pphcat,ons ,waotmg brnrrd\ 

applications awaitmg resubm1ss1on f~~ 
those who have been nonselected, have 
declmed a commiss10n, or have been 
medically disqualified 

C D 

whichare then 
Recruiter Act1v1ty Log 
AUTH Nl-AFU-90-3 
destroy 1 year after end 
ofFY AUTH Nl-
AFU-90-3 

at squadron operations destroy after 3 months 
AUTH Nl-AFU-90-3 
destroy 1 year after end 
of FY AUTH Nl-
AFU-90-3 

at recru1tmg offices destroy 1 year after end 
ofFY AUTH Nl-
AFU-90-3 

at flight and squadron destroy 2 years after 
operations offices end of FY AUTH Nl-

AFU-90-3 
at Officer Trammg destroy 12 months after 
Scho0Vmed1cal/nurse end of the month of 
program manager entry mto active duty 
office and AFRS (EAD) AUTH Nl-

\ 
AFU-90-3 
destroy 12 months after 
the end of the month m 
which final action 1s 
completed AUTH 
N l -AFU-90-3 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A 
If the records 

RULE are or nertain to 
a Electronic systems 

b 

-
- -

-
l:.lecrromc copies 

B C 
which 

consisting of are 
electronic records 
that replace 
temporary hard 
copy records 

electronic records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retained to meet 
recordkeepmg 
requirements 
tnat are 
created using 
electronic mail and 
word processing or 
l'~- r.11~- __ c.._ _____ 

D 

then 
destroy on expiration 
of the retention penod 
previously approved 
for the correspondmg 
hard copy records 
destroy when the agency 
determines that the elec-
tronic records are super-
seded, obsolete, or no long-
er needed for administrative, 
legal, audit, or other opera-
tional purposes 

aestroy aner recorUKeepmg 
copy has been created and 
filed or when no longer needed 
for revision, dissemination, or _,._ ... . 

C 
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I ....., ....... r1r 11n 

TABLE36-ll I 
PERSONNELSERVICES I 

A \ B C D 
R 
u 
L Iftherecordsare 
E orpertainto ,on,bUneof\ whichare then 
1 serVJces program 

plannmg 
studoos, d«ect>ves,:~analyses
reflecting orgamzat1 n of programs, 

see table 34-1 
NI-AFU-90-3 

AUTH 

and conduct and resu of program 

2 support for rehg1ous, supply «coeds, fimd bu\ts (See 
morale, welfare, and Note) 
recreation fac1ht1es 
and act1V1ties 

~ 



---TABLE36-ll I 
Continued. I ----

A B C D 
R ' 

u 
L Iftherecordsare 
E oroertainto consistingof \\hichare then 

3 locatorcardsforprofess1onal 
ecords enterta1nersoffore1gnnat1onal1ty 

perfonn1ng1noverseasm1l1tary~ establishments 

4 const1tut1onsandby-laws,chartersor atrespons1blestaff destroy I yearafter private I~ 
organizat1ons'(P art1clesofagreement,legalrev1ewsby officesasdesignated d1scontmuanceofthe 
records . · JudgeAdvocates,commander's b1theinstallat1on PO(SeeNote) AUTH 

xovaitooperateonbase,b1ennial commander Nl-AFU-90-3 
ewwaiversandrelatedpapers 

5 destroyafter I yearor m,'.~ngsandmonthly
financ !statements whennolongemeeded, 

whicheverissooner 
-

- (SeeNote) AUTH:- -
N 1-AFU-90-3 

5.01 Private financialaµd1ts dreVJews destroyafter l yearor 
organizatlons'(PO) whennolongemeeded, 
recordsoftypes2 wh1chevenssooner 
and3POsas (Exception Retainthe 
descnbedmAFI34- mostrecentforl fiscal 
123 year fol lowmg 

d1scontm uanceofthe 
PO,thendestroy) 
AlJTH Nl-AFU-90-3 

6 reportson reportsreqmredbyAFI34-206 \ atHQ destroyafter3years 
apphcat1onsfor 1dent1fyingnumberofappl1cat1onsfor AF!'vIPC/DPMSC AUTH Nl-AFU-90-3 
vendmgstand vend1ngstandlocat1onsrece1vedfrom 
locations statel1censingagenc1es,number 

accepted,denied,andst1llpend1ng,as 
pertainstoapphcat1onsfromblmd 
persons \ 

7 destroyafter3monthsatMAJ~Sand 
mtermed1 te AUTH Nl-AFU-90-3 
commands 

8 atmstallation\ destroyafter2years 
AUTH Nl-AFU-90-3 

Thes.f thfee rules (involving te11.1porary electronic records) apply to all rules in the preceding table; i'i. ren-f -/-t,ex.f 
f<.<.,t Ifs q~e <.'1l V1."f CAppl-f +0 ~e eu,,(',~ (d '1(',-re. J Ir!. f-.vi /ie / ; 

If' 

A B C D 
If the records which 

RULE are or nertain to consistin!! of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adnunistrative, - are retained to meet- legal, audit, or other opera-- recordkeeping tional purposes 

. requirements 
C .t.1ectromc copies that are aesrroy aner recor01<eeping 

created usmg copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 
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TABLE36-12 I 
INDIVIDUALI\ULIT ARYPERSOl'.NELRECORDS I 

R 
u 
L 
E 
1 

A 

Iftherecordsare 
orpertainto 
Ma terPersonnel 
Reco Group 

- -
- - -

1.01 CommandRecord 
GrouporF1eld 
RecordGroup 

1.02 A1rForceD1scharge 
ReVIewBoard(final 
action) 

2 personnel 
mformat1onfile 

3 A1rForcePersonnel 
SelecllonPanel 
(PSP)records 

B 

consistingof 
recordswh1chcompr1setheh1storyof 
anmd1v1dual'sm1!1taryservice 
reqmredbyAFI36-2608tobefiledm 
theMasterPersonne!RecordGroup 

\ 
'"icompdsothchistocyof 
anmd 1dual'smilitaryserv1ce 
require yAFI36-2608tobefiledm 
theComm ndRecordQroupand/or 
theF1eldRe rdGroup 
casefilesofhe mgproceedmgsof 
applicants 

extracop1esofrecordscovered \ 
elsewheremth1sregulat1onorother 
recordsnecessarytomanagethe 
memberattheun1t/superv1sorlevel 
wh1charekeptbythecommanders 
andsuperVIsorsmthe 
Command/Superv1sor Assigned 
Personnellnformat1onF1le 
careerbn efs,se lectedandnon -selected 
packagesandrelatedrecordswh1ch 
perta1ntoA1rForceSpecia!Acllv1t1es 
Center(AFSAC) 

C D 

whichare then 
atHQAFMPCand manageaccordmgto 
HQARPC AFI36-2608andretm: 

toNPRCafterHQ 
AFMPCandHQARPC 
completeallpersonnel 
acllons(e g ,discharge, 
retirement,d1smissal, 
payatage60) 
pertammgtothe 
md1v1dual(SeeNote4) 
AUTH NCl-AFU-80-
29 
d1sposeofperAFI36-
2608 AlJTH Nl-
AFU-90-3 

SAF/MIC transfertoNPRC 
(MPR)afterHQ 
AFMPCandHQARPC 
comp leteall personn e I 
act10nspertainingto 
themd1vidual Destroy 
after75years Also 
ret1recassettetapesof 
heanngtoWNRCon 
anannualbas1s,or 
whenvolumeperm1ts, 
wh1cheverissooner 
Destroyafter7 5years 
(SeeNote7) AUTH 
Nl-AFU-90-15 
retain1nofficefi leunlll 
superseded,nolonger 
needed,separat1on,or 
reass1gnmentof 
md1v1dualonPCAor 
PCS(SeeNote8) 
AUTH NI-AFU-90-3 

destroywhennolongeratHQAF\INXC 
neededorwhen 
member leaves 
AFSAC AUTH NI-
AFU-90-3 



--
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TABLE36-12 I 
Continued. I 

A 
R 
u 
L Iftherecordsare 
E orpertainto 

3.01 

-- : -
-

--

3.02 AirAttache 
Informat1onal 
Personnel Records 

4 correct1onofmil 1tary 
recordsofofficers 
andairmen 

5 

6 

7 

7.01 

8 Personnel 
Accountab1htyK.Jt 
(PAK) 

9 serv1cenumber 

B 

consistin!!of 
recordspertain1ngtomed1cal 
profess1onalstaffconcerningthe1r 
professionalpapers,accompl1shments, 
research,speeches,doctor/pat1ent 
relat1onsh1p,etc 

. 

I\ 
,~s,se\eotedandnonsoleotod 
pac gesandrelatedrecordswh1ch 
pertai toairattaches 

copiesofpo c1es,opim.9ns,andother 
recordspertm nttotheestabhshment 
andfuncttonoft eAFBoardfor 
Correct10nofM1h ryRecords 
(AFBCMR)accum atedbytheboard 
under AF1s36-2603a 36-240 I (see 
table38-5,rule 1) 
casefilesofAFBoardforC ect10n 
ofM1htaryRecords 

worklngpapers,memoranda,orother 
1nternalwrittencommentarygenerated 
byboardmembers,boardpres1dentsor 
board recorders 
recordswh1ch md1 vid ualsmust 
handcarryondeploymentfor 
managementpurposesatdeployment 
siteusedonlywhenmd1V1dual1s 
deployedandmainta1neddunngent1re 
penodofdeployment 

reg1sters,logsorcomparablerecords 

C 

whichare 
atHQAFMSC/SGP 

atD1rectorateofA1r 
AttacheAffairs,HQ 
AFISA 

atAFBCMR 

atHQAFMPCand 
HQARPC 
atotherthanSAF/ 
MICB(S)andHQ 
AFMPCandHQ 
ARPC 

\ 
~latodbytho

Boardat 
CandARPC 
.FI36-2401 

D 

then 

destroyon 
reassignment, 
separat1on,inact1vat1on 
ofact1V1ty,whenno 
longerneeded,orafter 
5years, wh1cheveris 
sooner(SeeNotes I 
and2) AUTH NI-
AFU-90-3 
destroywhennolonger 
neededorwhen 
members leaves 
Attacheservice 
AUTH Nl-AFU-90-3 
destroywhennolonger 
reqmred AUTH NI-
AFU-90-3 

destroyafter75years 
AUTH NI-AFU-90-3 
destroyafter3years 
AUTH Nl-AFU-90-3 
destroyafter2yearsor 
whenmd1vidual 
transfersorseparates 
fromserv1ce, whichever 
1ssooner AUTH.Nl-
AFU-90-3 
destroyoncomplet10n 
ofRev1ew8oard 
actions AUTH NI-
AFU-90-3 
returntotheunitupon 
complet1 onof 
deployment,org1veto 
md1v1dualuponPCS, 
separat1onord1scharge 
mordertocomplywith 
appropnated1rect1ves 
(Except10n return 
passportsperDODI 
1000 21-R) AUTH 
N l-AFU-90-48 
transfertoNPRC 

https://Accountab1htyK.Jt
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TABLE36-12 I 
Continued. I 

A 
R 
u 
L Iftherecordsare 
E orpertainto 

regtste files 

-

10 ~bsentee/de~er!e-r \ 
casefiles · 

11 

12 

13 we1ghtmanagement 
programorfitness 
improvement 
traming(FIT) 
programcasefiles 

13.01 (RESERVED) 
14 famtlycare 

respons1b1ltt1es 

15 

16 Ind1v1dual 
Mob1ltzat1on 
Augmentee(HvlA) 
annualstatusreport 

16.01 Ind1v1dual 
Management 
Augmentee(HvlA) 

B 

consistingof 
usedto1dent1fytnd1vtdualstowhom 
spec, ficservtcenumberswere 
ass1gned,ortocontroltheallotment 
andsuballotmentofblocksofservtce 
numbersobta1nedfromDepartmentof 
theArmy, 1947-Julyl 969 
DDForfl)553,AbsenteeWantedby 
theArmedForces,DDForm6 I 6, 
ReportofRetumofAbsen tee Wanted 

ytheArmedServ1ces,andrelated 
r ords,concem1ngthemember's 
un thonzedabsenceandreturn to 
miltt control 

-

correspondence,a m1strallve 
act1ons,summanes,c unseltng 
records,AFForm393,I d1vidual 
Records for Weigh tMan ementand 
F1tnesslmprovementTra1 mg(FIT) 
Programs,AFForm 1975,P sonal 
F1tnessProgressChart,ind1vt ual 
nollficalloncorrespondencea other 
relateddocumentsrequ1redby 40-
502 

\ 
AFForm357 

automatedl1st1ngofass1gneds1ngle 
membersponsorsandm1l1tarycouples 
W1thdependents 
reportsperta1 n mgtoauthonzedan d 
ass1gned!MAlevelsandforce 
readmess 

cop1esofrecordscoveredelsewhere1n 
th1sregulat10norotherrecords 
necessarytomanagethememberat 

C 

whichare 

ongmalrecords 
m1tiatedatMPFsand 
copiesatHQAFMPC/ 
DPMARS 

atMAJCOMOPRs 

atsecuntypoltceand 
otherbaseagenc1es 
mamtamedmumt 
orderlyrooms 

\ atunitorderlyroom, 
fi rstsergean t'soffice, 

~commandec's 
eorDET/OL 
mistrat1veoffice 

atun\cclyrnom 

atHQ:~~andAF 
MAJCOMs, Q 
AFMPCand Q 
ARPC 

w1thUnitReserv\ 
Coordmators 

D 

then 
(MPR)anddestroy 
whennolongerneeded 
m thereconstruct1onof 
m1lttarypersonnel 
records AUTH NI-
AFU-90-3 
dtsposeofper AFI36-
2608 AUTH NI-
AFU-90-3 

destroy I yearafterth e 
unauthorizedabsence1s 
termmated AUTH 
NI-AFU-90-3 
seetable38-l .AUTH 
NI-AFU-90-3 
destroy I yea rafter 
removal from 
program(s),after 
successfulcomplellon 
ofProbat1onand 
Rehab1l1tation(P&R), 
or90daysafter 
separat10nor 
retirement, whichever 
1ssooner(SeeNote3) 
AUTH Nl-AFU-90-33 
(RESERVED) 
destroywhen 
superseded,membens 
reass1gned,orreqmred 
todocumentdependent 
careplan AUTH NI-
AFU-90-3 
destroywhen 
superseded AUTH 
N 1-AFU-90-3 
destroyafter3 years 
AUTH NI-AFU-90-3 

destroywhen 
supersededornolonger 
needed Atllmeof 
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TABLE36-12 I 
Continued. I 

A 
R 
u 
L Ifl~,m 
E orpertam 

folders 

-- \ 
. 

17 C1v1l1an/M1l1tary 
ServiceRevtew 
Cards 

18 

19 AF morn mgreports 
andmdexes 

20 court reporter's 
record 

21 m1htarypersonnel 
fhgh tletters(l\.1PFL) 
andALPERSCOM 
letters 

22 

23 OfficerorEnltsted 
TramedPersonnel 
Requirement(TPR) 

NOTE(S): 

B 

consistin2of 
theun1t/supervisorlevel 

\ . 
con olcardsshowmgdeterrmnattons 
ofact wedutyt)ped1schargefor 
c1vtl1a contractorpersonnel(Publ1c 
Law95- 2) 

mommgreportsco aming 
informat10nongams, sses,or 
changesinstatusofpers nel 
assignedtoaunit, 1947-1 6and 
indexes 

C D 

nhichare then 
reass1gnmentor 
separation,forwardthe 
recordtothemember, 
and1freassigned 
\vlthinthecommand, 
forwardtherecordto 
thegainmgunit. 
AlJTH NI-AFU-93-16 

atBoardsand ret1reaspermanent 
CorrectionSect10n, (SeeNote6).AUTH 
AtrForcePersonnel NC l-AFU-82-52 
Center(SAF/MIBR) 
atotherthan destroy2 yearsafter 
AFJ\.1PC/DPMDOA serv1cecred1t 

determmat1onismade 
AUTH Nl-AFU-90-3 

atNPRC(MPR) d1sposeofinJanuary 
2042,ifnolonger 
neededmdocumentmg 
mihtaryserv1ce(See 
Note5) AUTH NI-
AFU-90-3 

coort<eport,Cmco,d,ngsfo,f:\ destroy3yearsafter 
heanngsofthePhys1ca!Evaluat10 
Boardcons1st1ngofverbat1mor 
summanzedrecordsandtapesand 
d1scsnottranscnbed 
recordcop1es 

copiesusedasapol 1cyreferencefi le 
andma1ntamedmcontrolnumber 
sequencebycalendaryear 
mannmglevelbyAFSCs 

dateofhearmg 
AUTH Nl-AFU-90-28 

\ atHQAFl\.1PC destroyafter2years 
AUTH Nl-AFU-90-3 

\ 
destroyafter90daysorot~~•nHQ 

\ 
AF C whennolongemeeded 

AUTH Nl-AFU-90-3 
des troyafter2 years 
AUTH NI-AFU-93-17 

I Ifotherwtsereleasable,recordsehg1blefordestruct10nmaybeg1vent01nd1vtdualconcemed,1nl1euofdestruct10n 
2 Atthed1scret1onofthel'v1AJCOM,1nforrnat10nalpersonnelrecordsmaybetransferredtogam1ngMPFfor 
1ntracommandreassignments 
3 RESERVED 
4 Trans f ertothe Nat1onalArch1ves75 yearsafterrett rem en toftheMaster Personn e I Records(MPR)to NP RC Natt on al 
Arch Ives,a fterconsu I tat 1 onw1 th theAF ,h 1stonans,genealog1stsan dothercon cemedpart1es,\vi l ldeterm 1 neth ed 1 spos1tton 
oftheMPR AllorsomeoftheMPRw11lbedes1gnatedarch1valandaccess10nedmtotheArchives'holdmgs AnyMPRnot 
selectedforarch1valpreservat10nmaybee1therdonatedtoanappropnatemst1tultonordestroyed 



Th ee ru e~ (mvo vm~mporary e ectronic record)s app y to a11 ru es m the precedmg table; "-·n#;. thr 
e1-.cerJf1ti-,£ n · d be_."ft,MJ 

A B C D 
If the records which 

RULE are or oertain to consistin11 of are then 
a Electronic systems electronic records destroy on expirat10n 

that replace of the retention penod 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
-- temporary hard copy tronic records are super-
- -- -- records where the seded, obsolete, or no long-

..-
hard copy records 
are retained to meet 

er needed for admmistrahve, 
legal, audit, or other opera-

recordkeepmg tional purposes 
requirements 

C electronic copies mat are destroy atter recordkeepmg 
created usmg copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, d1ssemmation, or 

- form filler software reference, whichever is later 

E')( ( (!~}'/Pry ~ .. 

/ZVt /(7 s q 4 b Jo ~dl 
rzl/./f s l1 q1 ~ 17 

/lv.Je c_ doeY nit/- qpp/y -h 
b1 rL"' /es I in. 

38 
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5 This1sad1scontinueddocume t1onseriescons1stmgofapprox1mately6,500cubicfeetofrecords Themommgreports 
forthepenod 194 7-1959areonmic film, whtlethoseforl 959- l 966areonpaper Theycanbedtsposedof75yearsafter 
dateoflatestreport,t e ,2042,assumi thattheiruseindocumentmgm1l1taryservicehasceased. 
6 TransfercardstotheNationalArchtv · n l 0yearblocks30yearsafterserv1cecred1tdetermmat10ntsmade 
7 DDform293,DRBFmdmgsandDRFm1 orityreportswillbeincorporatedmtotheMPR Allotherrecordsw1llbe 
destroyedafter75yearsandwtllbestoredsep telyfromthe!'vlPR. 
8 On mtercommandreass1gnment(PCAorPC thefi le1sg1ventothemd1 VJdualordestroyed Onin tracommand 
reasstgnmen t(PCAor PCS )th efile1sg1ven tothe1 t vtdua I, forwardedtogam mgcommander,ordestroyed 

TABLE36-13 I 
REENLISTMENTMDRETENTIOJ\'.(SEENOTE I) I 

A- B C D 
R 
V 
L 
E consistingof whichare then 

1 careermformatton 'i formsmamta1nedandmon1tored atunttsofasstgnment sendtogainingunit 
andcounselmg under AFI36-2606 uponPCAwithout 

PCS;orsendtoBase 
Career AdVIsorwhen 
thea1rmanisscheduled 
forPCS,separation,or 
tsselectedfor 
reenltstment For AF 
Reservepersonnel, 
destroy! yearafterloss 
ofmember.AUTH 
Nl-AFU-91-27 

1.01 atMPFmthecareer forwardforinclustonm 
enhancementelement theUPRGwhenthe 

atrmantsscheduledfor 
PCS,gtvetothe 
memberupon 
separationor 
reenl1stment,retumto 
unitofass1gnment 
when theairman 
becomesinehgtbleto 
reenlist ForAF 
Reservepersonnel, 
destroy I yearafterloss 
ofmember AUTH 
Nl-AFU-91-27 

2 selective selection records, mcludmg annott~d destroy after I year 
reenlistment and elig1biltty rosters created m selectm AUTH Nl-AFU-90-3 
retent10n or nonselectmg airmen for continue 

3 duplicates ofrecords, the original of \ destroy 6 months after 
which are m the field record group final action AUTH 

\ Nl-AFU-90-3 
ANG Incentive bonus contracts, payment destroy when no longer~t!;'Fs career 

authonzat10ns, ledgers, reports, related needed or I year after \ncem,nt
correspondence pertammg to the ANG final action, whichever 
mcent1ve program 1s later (See Note 2) 

AUTH Nl-AFU-90-3 

4 
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TABLE36-13 I 
Continued. I 

R 
u 
L 
E 

4.01 

5 

6 

7thru 
10 
11 

A 

Iftherecordsare 
orpertainto 
AFRESEnhsted 
lncent1veProgram 

select1ve 
reenl 1stme!ftb01~:~s 
(SRB) 
specialretent1oii ·· 
initiat1veor 
suggestions 
(RESERVED) 

reenl1stmentand 
retention program 

-

B 

con,bun,\ 

bonuscontracts~,t,,<et,tcd 
correspondencep rtamingtothe 
AFRESenhsted1m nt1vepr0!!ram 
<eco,dspcrt,,ningto~umo, 
advancedpa)mentofS 

<eco,dspect,inmgtmdcnt:~•••of 
such factorsandact1onstake or 
adoptionord1sapproval 

\ 
<econlsccqumxlby AF136-2006 ~ 
wh1chisnotcoveredelsewhereinth1 
regulation 

" 

C D 

whichare then 
atHQAFRES/DPRV 

atMAJCOMretent10n destroyafterlyear. 
officesoratMPFs AUTH Nl-AFU-90-3 
careerenhancement 
atMPFsorunits destroyafterl year. 

AUTH Nl-AFU-90-3 

(RESERVED) 

destroyafterl year. 
AUTH Nl-AFU-90-3 

NOTE(S): 
1 Rulesapplytothosecop1esnotrequ1redbycurrentd1rect1vestobefiledm1nd1vidualmil1tarypersonnelrecordgroups 
(seetable36-12) 
2 Seetable l 77-25forthed1spos1t1onofactualpayrecordsmaintainedbytheAFOs 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A 
If the records 

RULE are or nertain to 
a Electronic systems 

b 

-
-- -

-
t.lectronic copies 

B C 
nhich 

consistin!! of are 
electronic records 
that replace 
temporary hard 
copy records 

electronic records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retained to meet 
recordkeeping 
requirements 
that are 
created using 

D 

then 
destroy on expiration 
of the retention period 
previously approved 
for the corresponding 
hard copy records 
destroy when the agency 
determines that the elec-
tronic records are super-
seded, obsolete, or no long-
er needed for administrative, 
legal, audit, or other opera-
t1onal purposes 

aestroy arter recor01<eepmg 
copy has been created and 

electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 'to 
form filler software reference, whichever is later 

C 



--

TABLE36-14 I 
ENLISTMENT ANDREENLISTl\lENTRECORDS(SEENOTE) I 

A B C D 
R 
u \L Iftherecordsare 
E orpertainto consistin2of whichare then 

reportsofen I 1stmen ts, r\nl1stmen ts, 1 enltstmentand destroyafter2years 
transferreports andreass1gnments AUTH Nl-AFU-90-3 

2 rejecteden ltstment appltcat1onsandrelated \ destroyafter2years 
apphcat1ons correspondence AUTH Nl-AFU-90-3 

3 bas1ctramee ,nternewsandsuppodmg.-e\s destroy! yearafter 
mtervtewrecords complet10nofcase 

AUTH NI-AFU-90-3 
4 recruitmgacti v1t1es enl1stmentprocess1ngrecords destroywhennolonger 

managementsupport needed AUTH NI-\system(RAMSS) AFU-90-3 
DSDE027 

5 recruiterpersonnelrecords destroy! yearafter 
md1v1dualtsremoved 
from recruiter 
product1onstatus. 
AUTH Nl-AFU-90-3 

41 
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TABLE36-14 I 
Continued.(SEENOTE) I 

A B C D 
R 
u 
L 
E 

Iftherecordsare 
orpertainto ,..,,,,,...\ whichare then 

6 ,rm,dsem0<,s,oea:~aptitudo destroyafter2months 
battery(ASV AB)testl 0 1ead AUTH Nl-AFU-90-3 
mformat1on 

7 Enhstrrient9r formsonenl1stmentsand atMPFsandcareer destroyafter3months 
Reenhstment - reenhstments ass1stanceunits AUTH Nl-AFU-90-3 
Agreement-Arp·fed . 
ForcesoftheUS,-
andAFreenhstment 
ehg1bihtyform 

NOT£:Rulesapplytothosecop1esnotrequ1redbyotherdirect1vestobefiledmind1vidualm1l1tarypersonnelrecords 
groups(seetable36-l 2) 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records nhich 

RULE are or nertain to consisting of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the corresponding 

hard coov records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long- . 
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

1:.1ectromc copies tnat are destroy aner recoraKeepmg 
created usmg copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

C 



TABLE36-15 I 
CLASSIFICATIONANDASSIGNMENTRECORDS(SEENOTEl) I 

~ 

A B C D 

R ' u 
L Iftherecordsare ~...,E oroertainto whichare then 

1 personnelaction formsus torequest,announce,effect mF1eldRecordGroup seetable36-12. 
forms(SeeNote2) andrecordp sonnelactions,record AUTH Nl-AFU-90-3 

resultsofclass 1cahonboard 
proceedmgs,an eportandrecord 
dutystatuschanges 

accumulatedby2 , destroyafter3months 
actiV1t1esnotcovered orwhennolonger 
byrules3through I 0 needed, whicheveris 

sooner.AUTH-Nl-
AFU-90-3 

3 c\ass,ficat,on/on-the-Jobkaining\ atMPFsandCRPOs destroyafter30days 
act1on(AFForrn2096orRIP)and AUTH Nl-AFU-90-3 

1dutystatuschange(AFForm2098) 
\4 assignment/personnelaction 

5 forms,boardactionsandrelated ~QUSAFand 
records JCOMs 

atun ofassignment6 destroywhen 
andG s superseded,obsolete, 

onreassignmentor 
separationof 
md1V1dual,oron 
mact1 vation, wh1che\ er 
1SSooner AUTH NI-
AFU-90-3 

\ If3 



TABLE36-15- I 
CLASSIFICA TIONANDASSIGNMENTRECORDS(SEENOTE 1) I 

A B C D 
R 'u 
L Iftherecordsare 
E oroertainto ~neof whichare then 
1 personnelact1on formsus torequest,announce,effect mF1eldRecordGroup seetable36-12. 

forms(SeeNote2) andrecordp sonnelactions,record AUTH.Nl-AFU-90-3 
resultsofclass 1cationboard 
proceedmgs,an eportandrecord 
dutystatuschanges 

2 
' 

accumulatedby destroyafter3months 
act1 V1 tiesnotcovered orwhennolonger 
byrules3 through 10 needed, whicheveris 

sooner.AUTH Nl-
AFU-90-3 

3 cfass,ficat,on/oo-tho-jobtrain,og\ atMPFsandCRPOs destroyafter30days 
actJon(AFForm2096orRIP)and AUTH.Nl-AFU-90-3 

1dutvstatuschange(AFForm2098) 
4 ass1 imment/personnelaction \ 

5 forms,boardact1onsandrelated ~QUSAFand 
records JCOMs 

6 atun ofass1gnment destroywhen 
andG s superseded,obsolete, 

onreass1gnmentor 
separat1onof 
md1vidual,oron 
mactivation, whichever 
1ssooner AUTH NI-
AFU-90-3 

\ 
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TABLE36-15 I 
Continued.(SEENOTE 1) I 

R 
u 
L 
E 

7 

8 
9 

10 

11 
12 
13 

14 

15 

16 

17 
18 

19 

20 
21 

21.01 
21.02 

A 

Iftherecordsare 
orpertainto 

\ 
<RESERVEa) --

personnelactt 
fonnsusedasle al 
evidence 

(RESERVED) 

officercareer 
obJect1vestatement 

a1rmanass1gnment 
preferencestatement 
(overseasvolunteer 
statements) 
personnelselected 
forrelocation 

tnd1v1dua!Job 
descriptions 

(RESERVED) 
assignment 
preference 
appltcat1ons/spec1al 
dutyass1gnments 

(RESERVED) 
personnelstatus 
reports 

dutystatuschange 
messages 

B 

consistin1wf 

cop1esot;rorms1denttfied1n 
rules l through? 

I\ 
\ 
\ --

f::~edtocommun,cate 
care rgoalstopersonnel 
mana ersataIIlevels 

AFfam\ 
'"'?'dsp0<ta•~;o,equos,t,on, 
ass1gnment,reas gnment, 
seoarat1onorTD 

aJnbdescnptmnfu,:\
establtshedpos1t1on 

\ 
I,ttm,appl,cattons,DDFonn~ 
398,AFForms109andrelated 
recordsrequiredbyAFI36-21101 
( exceptAFForm392) 

reportspreparedbyun1ts 
collocatedwtthaserv1c1ngtv1PF 
toreportdutystatuschanges 

messagespreparedby 
geograph1callyseparatedun1ts 
fromaserv1cmgMPFtoreport 
dutystatuschanges 

C 

whichare 
atMPFs 

usedaslegalevidencem 
courts-mart1alorother 
legal proceedings 

notfiledasanattachment 
orexh1bittolegal 
proceedings 

atHQUSAF,MAJCOMs 
andMPFs 

usedtoassignatrmen to 
overseaspreference 

atMAJCOMsandmaJor 
subordmatecommands 

approved 

'\sapproved 

\ 
atp\mguntt 

atMPFs\ 

I 

D 

then 
destroyafter3monthsor 
whennolongemeeded, 
wh1chevenssooner. 
AUTH Nl-AFU-90-3 
(RESERVED) 
d1sposeofw1thcourt-
mart1alorotherlegal 
proceed1ngstowhichthey 
relate AUTH Nl-AFU-
90-3 
destroywhennolonger 
needed AUTH-Nl-AFU-
90-3 
(RESERVED) 

destroywhensuperseded 
oronseparation, 
wh1cheverissooner 
AUTH NI-AFU-90-3 
returntomember AUTH 
N I-AFU-90-3 

destroyafter lyear 
AUTH Nl-AFU-90-3 

destroywhensuperseded, 
cancelledoron 
macttvat1onofactivity, 
wh Ich evenssooner. 
AUTH Nl-AFU-90-3 
(RESERVED) 
place1nrelocationfolder 
AUTH NI-AFU-90-3 

returnrecordstomember 
AUTH NI-AFU-90-3 
(RESERVED) 
destroywhennolonger 
needed(SeeNote3) 
AUTH Nl-AFU-88-22 
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TABLE36-15 I 
Continued.(SEENOTE 1) I 

A 

R 
u 
L Iftherecordsare 
E orpertainto 

21.03 
22 location folder 

-
-- --

22.01 

22.02 

23 exchangeofficers 

24 

25 (RESERVED) 
26 m1htarysponsor 

program 

27 

28 
29 (RESERVED) 
30 advancedacadem1c 

degree(AAD) 
requirements 

31 
32 

33 enhstedaide 

B 

consistingof 

recordsassuringproper 
outprocess1ngfromanact1vity 
on PCSorTDY ,such as 
relocat1onpreparationcheckl1st, 
orders, recordofemergency 
data,selectionomommationfor 
trammg,a"ndschool 
quota/ coursepro1ect fi !es 
fonnsusedtoassureproperin-
process1ngfromanact1vityon 
PCS 
fonnsusedtoassureproperout-

\\ocessmgforBas1cM1htary 
rainmgGraduates(SeeNote3) 

,:5p«pmdbyAlhsJ 
0 1 ersandsubm1ttedto 
offic 'shomeservice 

cas,fi:~in,rtrntivc
recordso USAFandAlhed 
officers 

\ 
m,htarysponso":~m 
mfo~at1onformsa osmg 
act1V1ty 

«fatcdcorrespond,ncc\ 

\ 
requeststoestabl1sh/change 
AADpos11ions,AFeducat1on 
req u 1remen ts, boardreportsan d 
relatedcorrespondenceusedto 
establ1sh,changeordeletean 
AADrequirementmthe 
manpowerdatasystemforhne 
oftheAFcommiss1onedofficers 
1ngradeofcolonelandbelo\V1n 
accordanceWlthAFI36-2303 

semiannualreport, which 

C 

whichare 
atpreparmgunit 
atMPFs 

atAirForcemihtary 
trainingcenters(AETC) 

atlosmgact1v1ty 

atgainingact1v1ty 

\ keptbysuperV1sors,HQ 
USAF,andMAJCOM 

nctionalmanagers 

(RESERVED\ 

app,ov,dAAD'.~
requirementsfor anges 
inthemanpowerda a 
system 

D 

then 

destroy3monthsafter 
reportnotlaterthandate 
(RNL TD)month, 
complet1onoITDY,or 
whenrelocationact1onis 
cancelled(SeeNote4) 
AUTH Nl-AFU-90-3 

destroy3 monthsafter 
reportmgmonth AUTH 
Nl-AFU-90-3 
destroyafter3months 
AUTH Nl-AFU-90-3 

destroys yearsafter 
exchangeofficerreturns 
AUTH Nl-AFU-90-3 
destroy! yearafter 
completlonofassignment 
ornolongerneeded, 
wh1cheverissooner. 
AUTH Nl-AFU-90-3 
(RESERVED) 
forwardtogammg 
command AUTH NI-
AFU-90-3 
destroywhennolonger 
needed AUTH Nl-AFU-
90-3 

(RESERVED) 
destroywhensuperseded 
orwhenAADrequirement 
1sdeleted AUTH NI-
AFU-90-3 

(RESERVED) 
seetable38-3 AUTH 
N l -AFU-90-3 

destroywhensuperseded, 



--
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TABLE36-15 I 
Continued.(SEEr-;OTEl) I 

A B C D 
R 
u 
L Iftherecordsare 
E orpertainto consistingof whichare then 

assignments 1 den t1 fiespersonn elacttons obsoleteornolonger' 
~atedtotheallocationand needed AUfH Nl-AFU-

ie:nmentofAFenl1steda1des 90-3 
34 assessmentscreen1ng b100 aphicaldata,educat1onal at3 507thAi rman destroyafterl year 

records - data,! almvolvement, Classificat1onSquadron, AUTH Nl-AFU-89-26 --- - emplo ntdata,drug LacklandAFB, Texas 
experiepce, hysicalor- physiological sparit1es,cred1t 
mformat1on,cha cter 
referencesandrespo seson 
basictrainingcand1da for 
h1e:hriskjobs 

35 (RESERVED) '\. (RESERVED) 
36 humamtarian/EFMP casefilesofappl1cat10nsfor approved destroyafterl 8months 

apphcat1ons humanitarian/EFMP ~ AUTH.N l-AFU-89-34 
reassignment/deferment · I'\. 

37 returntomemberl8\o,00 
monthsafterdisapproval 
AUTH·N l-AFU-89-34 

NOTE(S): 
l Rulesapplytothosecopiesnotrequ1redbyotherd1rect1vestobefiledmm1htarypersonnelrecordsgroups(seetable36-
l 2) 
2 Whenrecommendedactionsared1sapprovedandnoalternateact1onsaresubstitutedbyapprovingorconvening 
authority,retainonecopyforMPFadmmistrativesecl!on,andretumoriginalandallothercop1estotheonginator. 
3 Mamtenanceatthepreparingun1t1snotrequired 
4 TDYrelocat1onrecordsperta1ningtoschool/trainmgquotasatotherthanMPFsared1sposedofinaccordanceW1thtable 

These three rules (involving temporary electronic records) apply to all rules in the precedmg table: 

A B C D 
If the records nhich 

RULE are or certain to consistin!! of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 

-
- are retained to meet legal, audit, or other opera-- -

recordkeeping tional purposes 
requirements-

C t.1ectromc copies tnat are aestroy aner recorw;.eepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processmg or for revision, dissemination, or 
.frH·•·1•, ♦t11ol" ronA-,.,,.._,... --- £"_ ... . 
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TABLE 36-16 
PERFORMANCE REPORTING AND UALITY CONTROL RECORDS SEE NOTE 1) 

A 
R 
u 
L If the records are 
E or ertain to 
1 u avorable 

mfo at1on files 
(UIFsJ n officers 
and a1rm n 

2 

B C 

consistin of which are 
written admm1strat1ve admonit10n or UIF custodian 
repnmand not pursuant to Article 15, 
UCMJ, or sentence of court-martial on 
active duty personnel, and documented 
eVIdence or supported allegat10ns of an 
unfavorable nature, mcludmg control 
roster correspondence, 

all copies of UIF summary at 
MAJCOMs/FOAs/unit 
s and the ongmal of 
the UIF summary 
mamtamed m the UIF 

, 

D 

then 
destroy 1 year after the 
effective date of 
placement mto UIF the 
most recent unfavorable 
correspondence or 
document not related to 
administrative 
repnmand or 
admonition (See Notes 
1, 2, 4, 5, 6) 
(EXCEPTIONS a 
when the UIF contams 
more than one 
document, destroy all 
records 1 year from the 
effective date of the 
most recent unfavorable 
correspondence or 
document, except when 
longer retention 1s 
required by rule 5, b 
files WIil be destroyed 
when a member 1s 
separated (Without 
1mmed1ate return or 
contmuat1on on active 
duty), retires or dies) 
AUTH NI-AFU-90-3 
unit commanders 
(mcludmg headquarters 
squadron sect10n 
commanders) may hold 
copies of both current 
and obsolete UIF 
summanes m the 
member's unit assigned 
personnel mformat10n 
file (see AFI 36-2608) 
until the member 1s no 
longer assigned to the 
unit, followmg 
reassignment from the 
unit (does not mclude 
unit redes1gnat10ns), 
they will be destroyed, 
all other copies Will be 
destroyed upon receipt 
of updated or 
reaccomphshed UIF 
summary, or when all 
Items have been 
removed and the UIF 
has been termmated 
(See Note 2) AUTH 
N l-AFU-90-3 

'f8 
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TABLE36-16 
Continued.(SEENOTE1 

A 
R 
u 
L Iftherecordsare 
E or ertainto 

3 

4 

5 

B 

consistin of 

sultsofcourt-mart1alconv1ct10nsor 
p 1shmentsunderArttcle 15,UCMJ, 
orot rthanmmorc1v1lcourt 
convtc ons( orJudgrnentsequatmgto 
conv1ct10 s)asexplamedmAFI36-
3014perta1 gtoact1veduty 
personnel 

C 

whichare 
onstudentsattendmg 
AETCflymg/technical 
coursesexceptas 
prov1dedmrules I 
and5 

on personnel 
m1ssmg/capturedm 
actton,exceptas 
prov1dedfonnrules I 
and5 

atMPFs,Spec1al 
Act1onsUnit,orUn1t 
OrderlyRoom 

D 

then 
destroyperrule I oron 
termmat1onoftrammg 
status( completion, 
removal and 
reass1gnmentfrom 
controlofthetrammg 
unit), whtchevens 
earher(SeeNote2) 
AlJTH Nl-AFU-90-3 
forwardtoHQ 
AFMPC/DPMAJB 
whenthecommandor 
fieldrecordgroupts 
dtsposedofaccordmg 
toAFI36-2608 
AUTH Nl-AFU-90-3 
destroy2 years after 
effect! vedateof 
punishment,orwhen 
commanders1gns 
blocks6and7ofthe 
AFForm3070for 
Article 15act10n,or 
whenthemembens 
separated(wtthout 
1mmed1ateretumor 
contmuat10nonacttve 
duty),retiresord1es 
(EXCEPTION when 
add1t1onal 
correspondenceor 
documentsareplaced 
mtheUIFunderth1s 
ruleorunderrule 1 
pnortoexp1rat10nof 
thed1spos1t1ondateof 
documentsalreadyon 
fi le,thefilewtllbe 
retamedfor 1 or2years 
fromtheeffecttvedate 
ofthenew 
correspondenceor 
document,ordateof 
themostrecent 
unfavorable 
correspondence, under 
rule 1 or2,apphcable 
(SeeNote2) AUTH 
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TABLE36-16 I 
Continued.(SEENOTE1) 

A B C D 
R 
u 
L Iftherecordsare 
E orpertainto consistim?:of whichare then 

Nl-AFU-90-3 

6 (RESERVED) (RESERVED) 

7 manualormechan1zedcontrolrosters destroy! year from 
contto:\officersa airmen accumulatedunder AFI36-3014 dateorwhennolonger 

needed, wh1chevens 
- . 

sooner AUTH NI-
AFU-90-3 

opyofAFForm348,L1neof atHQAFMPCorHQ Seetable36- l 2,rule I 8 1;n,ofduty(LO\ ong1nalc 
0 

determmat10nfil DutyDeterm1nat10nandDDForm AFRPC AUTH Nl-AFU-90-3 
261,Reportofln vest1gatJonLmeof 
DutyandM1sconductStatus 

\ 
8.01 duphcatecop1es destroy I yearafter 

reconc1hat10nW1th 
MPFcareer 
enhancement AUTH 
Nl-AFU-90-3 

9 officers' boa,,~ed,ngs,nd,elat,d onofficerswhoare destroyafter5years 
reclass1ficat1on docum ts meffic1entor AUTH Nl-AFU-90-3 
boards otherw1seunsu1table 

mcurrentass1gnments 

10 quahficatJonrecords destroywhenentnestempomy\ 
havebeentransenbed 
topermanentrecord 
AUTH Nl-AFU-90-3 

11 Nuclear Weapons PmonnelRel,ab,~toficote(AF forPRPcert1ficat1on mamtamandretireper 
PersonnelRehab1l1ty Form286),andNot1 cat1onof · andpermanent AFI36-2608 AUTH 
Program(PRP) Personne!Rehab1hty rogram decert1ficat1on Nl-AFU-91-44 

Decert1ficat10nAction AFForm 
286A) 

12 Nuclear Weapons decert1 fi cation case files forPRPpermanent destroy! yearafterdate 
PersonnelRel1ab1l1ty decert1 ficat1on ofdecert1ficat10n 
Program(PRP) AUTH Nl-AFU-91-44 

12.01 for PRPtemporary destroywhen 
decert1ficat10n md1v1duahsnolonger 

ass1gnedtoPRPdut1es 
oratCommander's 
d1scret1on AUTH NI-
AFU-9144 

12.02 forremoval ofPRP destroy! yearafterdate 
permanent ofapproval AUTH 
decertificat1onact10n Nl-AFU-91-44 

13 PersonnelReliab1l1tyProgram destroyeachpagewhen~RP-,efateddutoes 
Not1ficat1onandSuspens1onLog(AF pens10n allsuspens10nsare 
Forml64) resolved AUTH NI-

AFU-91-44 
14 PRPstatusroster destroywhenfo:;mmondec's

vah tionofPRP superseded AUTH 
statu Nl-AFU-91-44 
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TABLE36-16 I 
Continued.(SEENOTE 1) 

A B C D 
R 
u 
L Iflhmeo,dsa,o\ 
E oroertainto "<:onsistin1rof whichare then 

14.01 PRPcert1 ficates f~dmthePRPqual,ficahon atumtsofass1gnment destroywhen 
and reenmgprocess md1v1duahsnolonger 

ass1gnedtoPRPdut1es 
AUTH Nl-AFU-90-3 

14.02 -

- fonn,fon~IS<eass,gnedto sendtothegammgumt 
anotherun 1t thesamebasewho ofass1gnment AUTH 
W11lbeass1gne oPRPdut1esatthe Nl-AFU-90-3 
newumt' 

15 drugabuse(onor oontentsofdrug,b~eatment seetable36-l AUTH 
before30Sep94) filesandotherrecord elatedtoa Nl-AFU-90-3 

member'sentrymtoan art1c1patton 
mrehab1htat1onaccumu tedunder 
AFI36-2701 

16thru 
20 

(RESERVED) \ (RESERVED) 

21 officerquah tyforce summanesofpotent,alandpen\ atMAJCOM destroy2 yearsafter 
managementrecords quahtyforceactionsonofficers Iastentryorsoonenf 

assigned supersededornolonger 
needed AUTH Nl-
AFU-90-3 

NOTE(S): 
I Rulesapplytothosecop1esnotrequ1redbyotherd1rect1vestobefiledm1nd1v1dualm1l1tarypersonnelrecordgroups(see 
table36-l 2) 
2 Ifthecustod1anofthelJIFhasbeennot1fiedthatadm1n1strat1veel1m1nat10n/demottonorcourt-marttalact10n1sunder 
considerat1on,delaydestruct1onpend1ngcomplet10noftheact10n 
3 (RESERVED) 
4 Effect1vedate1sthedatethe1nd1v1dual1n1t1allyacknowledgesrece1ptoftheunfavorable1nformat10nordecl1nestodoso 
w1thmthet1meprescnbed 
5 Wherethedocumen tat1on relatestothep lacementofthememberm thedrugabuseprogram underAFPD3 6-2 7, the 
re ten t1onpenod1 s I 2mon th soruponsuccessfulcomp let1onofthefol I ow-onsupportphaseoftherehab1 I 1 tall on program, 
wh1chevenslater 
6 S ub1ecttothepohc1esandproceduresoutl ined mAf136-2 90 7, UIF recordswh 1chwereplaced1 n the Ulfun derrule I of 
th1stablemayberemovedpnortothenormald1spos1t1ondate(s) 
7-11 (RESERVED) 



C 

These three rules (mvolvmg temporary electronic records) apply to all rules m the precedmg table: 

A B C 
If the records which 

RULE are or nertain to consistin!! of are 
a Electromc systems electromc records 

that replace 
temporary hard 
copy records 

b electromc records 
that supplement 
temporary hard copy -

- - - records where the -
hard copy records 

- are retamed to meet 
recordkeepmg 
requirements 

tlectromc copies tnat are 
created usmg 
electromc mail and 
word processmg or 
form filler software 

D 

then 
destroy on expiration 
of the retention penod 
prev10usly approved 
for the correspondmg 
hard copy records 
destroy when the agency 
determmes that the elec-
tromc records are super-
seded, obsolete, or no long-
er needed for admm1strative, 
legal, audit, or other opera-
tional purposes 

destroy atter recorokeepmg 
copy has been created and 
filed or when no longer needed 
for rev1s1on, d1ssemmation, or 
reference, whichever 1s later 
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TABLE36-17 I 
MILITARYPERSONNEL TESTINGRECORDS(SEENOTE I) I 

A B 
R 
u 
L Iftherecordsare 
E orpei;:tainto consistimwf 
I spec1mensetsoftests, background 1es1d,~ent 

material matenal ontest1 terns, tests,andtest 
battenes,forms,stat1st1caldata,and 
relatedmatenals 

2 n,questfonW~ l1stmgofpersonnelmgradeE-4 
promot10ntest1 through E-8ehg1bleforpromot1on 
(currentcycle) - cons1derat1onwhodecl1nedtotest 

3 testvenficat1onor i\ 
statementofrefusal 
totest 

4 testresults I\OQT,BAT
5 airman promotion 

test rosters 

6 controlledtest acco ntab1!1tyl1stmgsorforms 
matenaldestruct1on -

cerllficatesor 
d1spos1t1onrecords 

7 mventonesoftest 
matenals(SeeNote 
3) 

7.01 controlled test 
matenal 
accoun tab, h tyrecord 

7.02 changeoffest 
Control Officer 
(TCO)and 
unannounced 
1mpartialofficial 
m ventonesoITCO 
accounts 

8 record oftest AfmedFmcesClass1ficollon Test '\ 
admm1strat1on (AFCT),Electron1cDataProcess1ng 

Test(EDPT),DefenseLanguage 
Profic1encyTest(DLPT),Specialty 
KnowledgeTest(SKT),Promot1on 
F1tnessExamma1Ion(PFE),USAF 
Superv1soryExam1nat1on(USAFSE), 
AFReadmgAb1ht1esTest(AFRA T), 
AFDenta!AplltudeTest(AFDA T), 
DefenseLanguageApt1tudeBattery 
(DLAB),A1rForceOfficerQual1fying 
Test(AFOQT),Bas1cAttnbutesTest 
(BAT) 

C D 

whichare then 
attestdevelopment destroywhennolonger 
act1v1lles needed AUTH Nl-

AFU-90-3 

filedmunitpersonnel seetable36-l 2,rule 
recordgroupperAFI 1 I AUTH Nl-AFU-
36-2608 90-3 

seetable36-22 
AUTH NI-AFU-90-3 

attestcontroloffices destroyafter2years 
(SeeNote2) AUTH 
Nl-AFU-90-3 

keepcurrentand 
1mmed1atelyprecedmg 
1nventones,destroyall 
others(SeeNote2) 
AUTH Nl-AFU-90-3 
destroyafter2 years 
AUTH Nl-AFU-90-3 

destroyafter 
complet1onofnext 
quarterlymventory 
AUTH Nl-AFU-90-3 

destroyafter I year 
AUTH Nl-AFU-90-3 

53 
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TABLE36-17 I 
Continued.(SEENOTE 1) 

A 
R 
u 
L Iftherecordsareor 
E pertain to 

13 testmatenal 

-
- -

-
14 (RESERVED) 

15 completedanswer 
sheets 

15.01 
15.02 
15.03 
15.04 -

15.05 

16 
16.01 

completedanswer 
cards 

I 
B 

consistingof 

\ controlledtestmatenalgovernedby 
AFI36-2605,mcludmgtestbooklets,

\kcys,,ndtesttapes 

\ 
answe\.\~eetsforAFCT EST,EDPT, 
AFDA andAFRA T 

(RESER\) 

answersheets rDLAB,DLPT 
11/DLPTIII,an LPTI 

answersheetsfor AFOQT 

(RESERVED) 
answersheetsfor ArmedSerVJces 
Vocat10nalApt1tudeBattery 
(ASVAB) 

AtrForcePersonnelTest851 (AFPT 
851) 

C D 

\ 

whichare 
atTestControl 
Offices 

scoredlocally 

scoredatHQAFMPC 

atA1rNat1onalGuard 
NG)andAF 

R' serve(AFRES) 
tes ngumts,and 
ove easConsoltdated 
Base ersonnel 
Office andtestmg 
units 
recordco 1esatAtr 
ForceMa owerand 
Personnel enter, 
AtrmanPro ot1on 
Managem en ranch 
(HQ 
AFMPC/DP JW) 

then 
destroysuperseded 
edtl!onswithm30days 
ofrecetptofrevised 
ed1t1onsorasdtrected 
byHQ 
AFMPC/DPMMT 
AUTH Nl-AFU-90-3 
(RESERVED) 
destroyafter6months 
AUTH Nl-AFU-90-3 
(RESERVED) 

sendmonthlyto 
ATFL-EST-M, 
ForetgnLanguage 
Center,ATTN Test 
Control Officer 
Butldmg631,Room 
l 6,Pres1d10of 
Monterrey,CA95944-
5006 AUTH NI-
AFU-90-3 
sendtoHQ 
AFMPC/DPMYOT, 
RandolphAFBTX 
78150-600 I, where 
theywillbedestroyed 
whennolonger 
needed AUTH NI-
AFU-90-3 
(RESERVED) 
destroy6monthsafter 
scormg AUTH NI-
AFU-90-3 

destroyafter2years 
AUTH Nl-AFU-90-3 

17 
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TABLE36-17 I 
Continued.(SEE!'IOTEl) I 

A 8 C D 
R \ u 
L Iftherecordsareor 
E pertainto iistingof whichare then 
18 H1ghScoreF1le l1st1~~sed1ntestcomprom1se recordcopiesatHQ destroyafter6months 

researc AFl'vIPC/DPl'v1AJW AUTH Nl-AFU-90-3 
19 Curren tMaster F tie m1crofic~onta1nmgcurrenttest destroyafter2years 

(NlTF) record AUTH Nl-AFU-90-3 

20 USA£~EResults l1stmgsotUS~Eresults byname destroyafter20years 
(Roster) - . . andmonthofad inistratton AUTH Nl-AFU-90-3 

21 TestAnswerCard l1st1n~~ferrorrat~TCO destroyafter l year 
Re1ectAnalys1sList1ng AUTH Nl-AFU-90-3 

22 AFPR T23 7 /Mach me l 1stmgofind1 V1dualst~mgbyTCO destroyafter l year 
Run Rosters AUTH Nl-AFU-90-3 

23 No-ShowWa1vers requestforno-showwatv~ destroyafter2years 
AUTH Nl-AFU-90-3 

24 H1stoncalMasterTest testrecordspurgedfromthec°\ent destroyafter l 0years 
Ftle(MTF) MTF AUTH Nl-AFU-90-3 

25 T~~tCompromtse 
Cases 

fi lesofinvest1gat10n 

- \ recordcop1esatHQ 
AFl'v!PC/DPMAJW/D 
PMYOT 

destroyafter2years 
AUTH Nl-AFU-90-3 

NOTE(S): 
I Th1stablecoversrecordsperta1n1ngtom1l1tarypersonneltestmgasprescnbedmAFI36-2605,and1ncludestestsfor 
apt1tude,profic1ency,procurementandpromot10nprograms (Seetableselsewhere1nth1sregulat1onfortestsnotcoveredby 
AFI 3 6-2 60 5 ,suchasct Vl1 tan personne I testsm tables36-2 7 and3 6-2 8,academ1candfl ymgprofi ct encytestsm3 6an d 13 
senestables,OSitestsmtables7 l-7,pnsonertestsmtable31-2,DANTEStestsmtable36-50,etc ) 
2 WhenaTCO'saccount1sd1sestabl1shed,fumishacopyofd1spos1t10noftestmatenalstotheMAJCOiv1/FOAtestcontrol 
officerforrev1ewandreten tton for l year 
3 RESERVED 
4 3 700PRG/DPPT,LacklandAFBTX78236-5000wtlldestroyafter2months 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which

RULE are or oertain to consistin!! of are then 
a Electronic systems electronic records destroy on expirat10n 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records . er needed for administrative, 

. . are retained to meet legal, audit, or other opera--
recordkeeping tional purposes 
requirements 

C .tlectromc copies thac are 55 
aestroy aner recorOKeepmg

created using copy has been created and 
electronic mat! and filed or when no longer needed 
word processing or for revision, dissemination, or 
fonn filler software reference, whichever 1s later 



TABLE36-18 I 
FLYINGSTATUSRECORDS(SEENOTE) I 

A B C D 
R 
u 
L lftherecordsare ,...,..iE oroertainto whichare then 
1 flymgevaluat1on boardproceedm sandsupportmg seetable 13-10,rule49 

boards,faculty records,suchaspH s1caland AUTH NI-AFU-90-3 
boards,or psychiatncexams, aJoraircraft 
aeronaut1calratmg acc1dentandotherre orts,orders 
boards suspendmgpilotfrom retummg 

h1m/hertoflym,gstatus 

2 flymgstatusreports ,epo,~ofnonrntodof!k,~ see table 13-1 0,rule50 
enhstedpersonnelon flymg tatus AUTH Nl-AFU-90-3 
covenngman-yearauthonza 10nsand 
supportmgrecordsforcrewan non-
crewrequirements 
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TABLE36-18 I 
Continued.(SEENOTE) I 

A 
R 
u 
L lftherecordsare 
E oroertainto 
3 crew mformatlon 

formats \ 

4 

5 

6 M1ssdeman Badge 

7 Weapons Controller 

8 parachute Jump 
records 

9 

II 

12 Space Badge 

B 

consistingof 
locally devised forms used to collect 
personnel and operat10nal data on 
"lead-select" crews 
correspondence and related records 
pertammg to requests for suspensions, 
fear of flymg cases, excusal programs, 
non-rated officer ut1hzat1on, 
aeronautical ratmg data records that 

ertam to aeronautical ratmgs or 
s pensions or hazardous duty status 
co e changes and requests for update 
oft e Uniform Officer Record (UOR) 
or U form Airman Record (UAR), 
and a hcat1ons or requests for 
parachu e Jump status, and other 
flymg sta s actions 

apphcations~equests for award of 
the M1ss1lema Badge, Senior 
M1ss1leman Ba e, or Master 
M1ssdeman Bad 

\ 
forms recordmg JUm experience, 
orders placmg md1v1d als on or 
removmg them from JU p status, and 
logs which record parac te Jumps, 
used to substantiate cert1 fi at1on of 
parachutists' pay, requests r higher 
parachute ratmgs and md1ca e 
experience of assigned person el 

suspense copy of the application or 
request for award of the Basic, Semor 
or Master Space Badge 

C 

whichare 

at 
MAJCOMs/FOAs/maJ 
or subordmate 
commands 

below maJor 
subordmate commands 
accumulated by 
approvmg/d1sapprovm 
g authorities 

for transferred 
personnel 

for separated 
personnel and 
md1v1duals who are 
detached from Jump 
duty 
for deceased personnel 

for m1ssmg m action, 
\captured, or mterred 
}Qersonnel 

\ 

D 

then 
see table 13- I 0, rule 51 
AlJTH Nl-AFU-90-3 

see table 13-10, rule 52 
AUTH Nl-AFU-90-3 

see table 13-10, rule 53 
AUTH Nl-AFU-90-3 
destroy after 1 year 
AUTH Nl-AFU-90-3 

see table 36-33 
AUTH Nl-AFU-90-3 
send to new duty 
station AUTH N l­
AFU-90-3 

give to md1v1dual 
AUTH Nl-AFU-90-3 

forward for mclus10n m 
personal effects (see 
AFI 34-501) AUTH 
N 1-AFU-90-3 
forward for mclus10n m 
MPRG AUTH Nl­
AFU-90-3 
destroy 3 months after 
approval/disapproval of 
the space badge (Note 
origmal 1s filed m 
UPRG) AUTH Nl­
AFU-90-3 

NO TE:Rulesappl ytothosecop1esnotrequ1redbyotherd1rect1vestobefi led1nthem1l1tarypersonnelgroups( seetable36- l 2) 



C 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or oertain to consistin!! of are then 
a Electromc systems electronic records destroy on exprratton 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 
b electromc records destroy when the agency 

that supplement determmes that the elec-
temporary hard copy tromc records are super--

- records where the seded, obsolete, or no long--
hard copy records er needed for admm1strattve, 
are retamed to meet legal, audit, or other opera-
recordkeepmg ttonal purposes 
reqmrements 

t1ectromc copies mac are oescroy aner recoroKeeping 
created usmg copy has been created and 
electromc mail and filed or when no longer needed 
word processing or for rev1s1on, dissemination, or 
form filler software reference, whichever 1s later 
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TABLE36-19 I 
PROMOTIONANDDEMOTIONRECORDS(SEENOTEI) I 

A B C D 
R 
u 
L . lftherecordsare 
E orpertainto consistinirnf whichare then 

1 proceedtngs,findmgsandrelated atHQAFMPCand destroyafter50years 
promot1 n,selectton records HQARPC (SeeNote2) AUTH 
boardsth ughthe NI-AFU-90-3 
gradeofCo el 

offi~i§fnt, 
1.01 Geneialoffie\ boardreport,Secretanald1rect1onto attheA1r ForceOffice rettreaspermanent 

~romot10n~oa~ boards,Jom tsta ttst1cs, I ettersof ofGeneralOfficer (SeeNote3) AUTH 
app01ntlflent,boardagenda,board Matters(AFDPG) NCI-AFU-84-8 
membersh Ip,boardprestden tand 
secretaryremarks,el1g1bl ean dse lectee 
demograph1cdata,el1g1ble 

ot1ficat1on,recordenn-bnefandout-
b ef,oaths,requ1redmterv1ews,call 
ltst selecteeb1ograph1caldata,IG 
reco screenmg1nformat1on,show 
cause s1gnees,andbenchmark 

-records 
2 officerappomtment, atotherthanHQ destroy I yeara fter ptomdtn\ngsan&elated

promot1on,select10n records USAF/MPG,HQ finalact1onoron 
boardsotherthanm AFMPCandHQ mact1vat10n, whichever 
rule I I ARPC 1ssooner AUTH NI-

AFU-90-3 
2.01 regularappomtments ehg1bleandmeltg1 leltstmgs atHQAFMPC seerulel AUTH NI-

andmdefimte AFU-90-3 
reserve status 

2.02 atotherthanHQ destroy6monthsafter 
AFMPC allacttonshavebeen 

completedforthe 
board AUTH N 1-
AFU-90-3 

2.03 acceptanceoaths/statements, edtcal atHQAFMPCand seetable36-12,rule I 
cert1ficates,statementsofdeclm lton MPFs AUTH Nl-AFU-90-3 

2.04 atotherthanHQ destroy6monthsafter 
AFMPCandMPFs allacttonshavebeen 

completedforthe 
board AUTH NI-
AFU-90-3 

2.05 shorttermpromot1on evaluat1oncomments \ atHQAFMPCorHQ destroywhen 
records(otherthan USAF md1v1dualseparates, 
thosemrules I, I I ret1resonspromoted 
and2) orwhennolonger 

needed AUTH NI-\ AFU-88-4 
3 airmanpromoltons boardproceedmgs,findmgsand at~MPCand destroyafter50years 

relatedrecords HQ C (SeeNote2) AUTH 
Nl-AFU-90-3 
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TABLE36-19 I 
Continued.(SEENOTE1) 

A B C D 
R 
u 
L Ifth~dsare 
E orpertai to consistin2of whichare then 

4 atMPFs destroy 1 yearafter 
approval AUTH N 1-
AFU-90-3 

5 . recommendat10ns fonnd1v1dualswho forwardper AFI3 6-

6 

- . 

. \ . 

d1edorbecame 
m1ssmgmact10n 
beforepromotion was 
effected 
otherthan mrule5 

2502 AUTH NI-
AFU-90-3 

destroyonpromot10n 
orsupersess1on, 
wh1chevenssooner 
AUTH NI-AFU-90-3 

7 mqumes, a1vers,supplemental atMAJCOMs/HQ destroyafter 1 year 
act10ns,an elatedrecordsnotpartof AFMPC AUTH Nl-AFU-90-3 
theboardpro edmgs 

8 atMPFs destroy 1 yearafterend 
ofcycle AUTH NI-
AFU-90-3 

9 recordsrelatmgtore ovalsfrom atMAJCOMS/HQ destroyafter5years 
select1onhsts, waivers cntena,and AFMPC AUTH Nl-AFU-90-3 
relatedrecordsnotparto eboard 
proceedings 

10 atMPFs destroy 1 yearafterend 
ofcycle AUTH NI-
AFU-90-3 

11 airman demotions ce<ommendaho"'focredu,hon'\ approvedand destroyafter 1 year 
grade,andrelatedrecords demotion directed AUTH NI-AFU-90-8 

12 disapproved destroyafter3months 
AUTH N I-AFU-90-3 

\ 
NOTE(S): 
1 Ru)esappl yon lytothosenotrequ iredbyotherd1rect1 vestobefil edm themd1v1dual record groups( seetabl e36-12) 
2 Retam for5 years, thenretireto WNRC, wheretherecordsw11l bedestroyedafter45 add1t1onal years 
3 TransfertoNat1onalArch1vesafter50years 



--

C 

. .' , . ' JZ,J 
These three ruk;s (mvolvmg trmporary elecfromc records) apply to all rules m the/precedmg tabl:j e:><ce(f'f dIf2i11les a<!- fJ LJ OTA"

A 
If the records 

RULE are or oertain to 
a Electronic systems 

b 

-
-- -

r.lectronic copies 

CtPPl--1 -h0 '<fcv-,,,d5 rove,re,4_ bvi (e,'-1 f5 11/,l)J a11d 3,;. ~IA te C ,Df5 
B 

consistin!! of 
electronic records 
that replace 
temporary hard 
copy records 

electromc records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retamed to meet 
recordkeepmg 
requirements 
tnat are 
created usmg 
electromc mail and 
word processmg or 
form filler software 

C D h rlT q ff' /-y
which 
are then +o RIAk I, o/

destroy on expiration 
of the retention penod 
previously approved 
for the correspondmg 
hard copy records 
destroy when the agency 
determmes that the elec-
tronic records are super-
seded, obsolete, or no long-
er needed for admmistrahve, 
legal, audit, or other opera-
honal purposes 

aestroy aner recoral<:eepmg 
copy has been created and 
filed or when no longer needed 
for revision, d1ssemmahon, or 
reference, whichever is later 
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TABLE 36-20 I 
DISCHARGE AND SEPARATION (SEE NOTE I) I 

A B C D 
R 
u 
L If the1rds are 
E or oertai to consistin2 of which are then 
1 admin1stra ve board proceedings, board waivers, approved act10ns see rule 7 and note 1 

discharge or recommendat10ns, and other related resulting in discharge AUTH Nl-AFU-90-3 
separation fr records 
service for cau 

2 (RESERVED) (RESERVED) 
3 - maintained at Legal Office as legal actions not resulting in destroy after 1 year or 

- - eV1dence discharge (See Note 2) on reassignment of 
member, whichever 1s 

.\ sooner (See Note 3) 
AUTH Nl-AFU-90-3 

4 requests for a phcat10ns and other records related disapproved actions destroy 6 months after 
discharge to elease from active duty, discharge, notification of 

ors arat10n by reason of dependency, disapproval AUTH 
hard 1p, or for the convenience of the Nl-AFU-88-3 
gover ent 

5 approved actions see rule 7 and note 1 
resulting in discharge AUTH Nl-AFU-90-3 

6 report of transfer or forms and \ted rec~rds at recruiting units destroy 3 months after 
discharge date of separat10n 

AUTH Nl-AFU-90-3 
7 separat10n 

preparation 
,oiocahon prni prnJect foldm 
used to consolid te separat10n 
processing recor and also includes 
recommendat10ns r separat10n for 
cause resulting m se arat1on 

8 (RESERVED) \ (RESERVED) 
9 exit quest10nna1res quest1onna1res and s;~ records 

accomphshed dunng se arat10n 
destroy after 6 months 
AUTH Nl-AFU-90-3 

orocessing 
10 request for waiver of related records approved hold in the Field 

discharge processing Record Group until 
exp1rat1on of the penod 
of service or enlistment 
during which 1t was 
approved, then destroy 
(See Note 2) AUTH 
Nl-AFU-90-3 

11 disapproved return to onginator 
AUTH Nl-AFU-90-3 

12 recruiting prospect personnel data and counseling act10n \ maintained by the destroy 1 year after 
card Reserve/Guard separation AUTH 

Counselor N l-AFU-90-3 
13 approved waiver of board proceedings, board waivers, see rule 7 and note 1 

discharge for recommendations, and related records AUTH Nl-AFU-90-3 
fraudulent on approved waiver resulting in 
enlistment entry retention 
(excludes waiver for 
concealment ofpnor 
service) 

NOTE(S): 
1 Rulesapplytothosecop1esnotrequ1redbyotherd1rect1vestobefiledin1nd1v1dualmli1tarypersonnelrecordgroups(see 
table36-12) 
2 Whenrehab1l1tat1onproceduresareapproved,fileacopymtheUmtPersonnelRecordGroupperAFI36-2608and 
removewhenprobat1onorrehab1l1tat1on1scompleteandsuspended1nvoluntaryd1scharge1spermanentlycancelled 
3 EXCEPTION SeeAFI36-2608forrecordscontainmginformat1onmd1catmgtheposs1bleex1stenceofaphys1calor 
mentaldefect,orperta1n1ngtoa1rmenhold1ngappo1ntmentsofReserveoftheAF,comm1ss1onedorwarrantofficer 



C 

These three rules (involving temporary electromc records) apply to all rules in the preceding table. 

A B C D 
If the records which 

RULE are or oertain to consistin11 of are then 
a Electromc systems electromc records destroy on expiration 

that replace of the retention penod 
temporary hard prev10usly approved 
copy records for the corresponding 

hard copy records 
b electromc records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tromc records are super--

. . records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 

. are tetained to meet legal, audit, or other opera-
recordkeepmg honal purposes 
requtrements 

c1ectromc copies mat are aestroy aner recoraKeeping 
created usmg copy has been created and 
electromc mail and filed or when no longer needed 
word processmg or for rev1s10n, d1ssemmahon, or 
form filler software reference, whichever 1s later 
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TABLE36-21 I 
AFTRANSITIOi\"PROGRAMRECORDS I 

A B 
R 
u 
L Ifthere~ordsare"" 
E orpertamto consistin2of 

1 operat1onand \ pol1cyandadmm1strat1onfiles 
admmistrat1onofAF ncludesrecordsnot1denllfied 
Trans1t10nProgram e ewhereonth1stable,ornotfiledm 

ge ralcorrespondencefilesunder 
-

. tab! 7-11 
. 

-
1.01 

.-

. - .. ·-
2 md1v1dualcasefiles cococdmqu\ochpact,c,pan< 

3 trans1t1ontraming 
agreements \ 

4 recurringreports copo,tmqmcodb,1h,sp'.~o• 
coveredelsewheremth_isre lat1on 

5 Manpower recocdssuchosbudgo>es,,m,.es,\ 
Development annual plans 
TrainingAct 

6thru (RESERVED) 
9 \ 

C 

whichare 
atotherthanHQ 
AFMPC/DPMA 

atHQAFMPC/DPMA 

attrans1llonprogram 
offices 

atMAJCOMandHQ 
AFMPC/DPl\1A, 
trans1llonprogram 
offices 

D 

then 
destroyafter1year. 
AUTH Nl-AFU-90-3 

ret ireaspermanen t 
(SeeNote) AUTH· 
NC l-AFU-83-43 
destroy6monthsafter 
termmationofrnil1tary 
statusorreenl1stment 
AUTH Nl-AFU-90-3 

destroyafter1year. 
AUTH Nl-AFU-90-3 

(RESERVED) 

1 . . thThese three rues((mvo vmg ternpr e ect,romc record)s app y to aII Jes m e prece mg table· .fJ.C<!fT' 
Ao-f- e~ p5 0-.Lc nci1 4.;p,o/v to rc'C(/V<. > Ct.H~r 6-11'1 /4.~le I, 0/ 

VA B V C D J 

If the records which 
RULE are or nertain to consistina of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 

- are retained to meet legal, audit, or other opera-.. - recordkeepmg tional purposes 
requirements. 

t:.tectromc copies mat are oestroy aner recorOKeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

C 

https://recocdssuchosbudgo>es,,m,.es


TABLE36-22 I 
AIRMANPROMOTIONSYSTEM I 

A ... B C D 
R 
u 
L 
E 

Iftherecordsare 
orpertainto consistine:of \ whichare then 

1 airman testcon trol ltstsofindt"'dualsmoot:~•c recordcopy(ongmal) destroyafter 1year 
rosters promot1onehg1b1htycnter required AUTH Nl-AFU-90-3 

totakepromot10ntest( s) 

2 a1rmanmehg1blefor ltstsolpcrsonnc!notoltgtblcfo\ 
promot1ontestmg promot1ontestmg 
rosters 

3 a1rmanpromotlon ltslsolpcrsonnclbyAFSCandgrndc\ 
testmgpurgeroster overdueforcomplet1onofrequ1red 

promotion test . 
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TABLE36-22 I 
Continued. I 

A B C D 
R 
u 
L Iftherecordsare 
E orpertainto consistingof whichare then 

4 a1rmanpromollon hstsofpersonnelmgradesE-1 destroyafter6months 
ehg1b1h hstmgs throughE-8el1g1bleforpromo1Ion fromprocessmgmonth 

cons1derat10n forgradesE-1 through 
E-3 Destroyafterl-

- yearfromendofcycle-
forgradesE-4,and 
above AUTH NI-
AFU-90-3 

5 hstsofpersonnelmgradesE-1airmanpromotion:\ 
me!1g1b1I 1 tyl 1stmgs throughE-8mel1g1bleforpromo1Ion 

cons1derat1on 

6 a1rmanpromot1on ~o,oonnelgrndosE-1thrnugh destroyumti1stsafter6 
selecteeshstmgs howereselectedforpromot1on months DestroyMPF 

htghergrade I 1stsafter I yearfrom 
endofcycle AUTH 
N l-AFU-90-3 

7 airmen promoIIon ltsto:;nnelgradesofE-1 through 
non-selecteesl1st1ngs E-8who erenotselectedfor 

promot10 tonexth1ghergrade 

8 a1rmanpromot1on destroyafter I year l,stolpm:~•grndosE-4thrnugh 
select10nmonthly E-8whosese uencenumbens fromendofcycle 
mcrementltst effectt vethefi stofthefollowmg AUTH Nl-AFU-90-3 

month 
9 atrmanpromoIIon lrntsdat,tobe<e~dbythose md1v1dual'scopy destroywhennolonger 

datavenficat1on personnelehgtble orpromotton needed AUTH NI-
record AFU-90-3 

10 promotion test l1stmgcontam1ngte)tqu1rementsfor recordcopy(ongmal) destroyafter I year 
requirements personnelehg1blefor omot1on AUTH Nl-AFU-90-3 

11 rostersandhstmgs mformat10ncop1es destroyafter90da ysor 
coveredbyrules I whennolongerneeded, 
through IO whtchevenssooner 

AUTH NI-AFU-90-3 
12 WAPSnot1ce lrntmgconta1n,ngdatathat\sed md1v1dual'scopy destroywhennolonger 

forpromot1on needed AUTH NI-
AFU-90-3 

13 promotion ltstmgreflectmgehg1 bleperson el, HQAFMPCrecord destroyafter I Oyears 
cutoff/selectanalysts quotaselected,nonwe1ghable copy AUTH NI-AFU-90-3 
hst personnel,promot1onopportun1 nd 

cutoffscorerequ1redforselect1onb 
promot1onAFSC 

14 cop1esotherthanrule destroyafterl year 
13 AUTH Nl-AFU-90-3 

15 postselectcontrol IIstt ngofrecordsta tuschangestothe HQAFMPCrecord destroyaftercycle1s 
hst WAPSfile copy purged AUTH NI-

\ 

AFU-90-3 
16 TICS309mputby areJectl1stmgwh1ch1dent1fiesTICS 

MPF/HAFerrors 309mputbyMPForHAF 

\ 
' 
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TABLE36-22 I 
Continued. I 

R 
u 
L 
E 
17 

18 

A 

Iftherecordsare 
orpertainto 
unproJec d 
promotions nd 
MPF/HAF 
promotion 
withholds/ 
cancellations 

spec1alcategoryS_KT\ 
exemptpersonnel 

19 

20 

nonreconcilabletests 
received 
SSANchangehst 

21 worldw1demaster 
promotlonnamehst 

22 

23 

24 

25 

26 

masterselectee 
promotlonsequence 
numberhst 
1n1tial/supplemental 
masterpromotlon 
select/nonselecthst 
promot1onw1thhold 
hst 
batch transaction 
validate 

27 

28 

29 

30 

staffinput 
transact1onreg1ster 

HAFreJect 
transact1onreg1ster 
promot1onh1story 
files(Cycle 
?IA/after) 
semorNCOmaster 
fileupdatehst 

31 semorNCOmqu1ry 
hstmg 

32 semorNCOm1tial 
ehg1blefile 

33 semorNCOm1tial 
ehg1blereconcilable 

B 

consistingof 
l1stmgofpersonnelwhowereselected 
forpromot1onbutgradechangeswere 
effectedandsubsequentcyclewas 
act1vated1fmemberel1g1blefor 
promotion 

l1st1ngofpersonnelwhoareSKT 
exemptbecauseofCOMSECAFSCor 

\iss1gnedtoanSKTexemptPAS 

~::goftest(s)rece1vedthatwerenot 
co atiblewithAFSCdata 

J,sh!•sonnolwhohavehada 
correct SSANandmd1cates1f 
WAPSfi hasbeencorrected 

hstmgo:~clecred,
nonselected, ehg1bleor 
nonwe1ghable rpromot10n 

I,st,ngofj,,omoho:~~:""by 
sequencenumberass1 ed 

I,st,ngofselectees.ndn~~tmby 
promot1onAFSCcons1der for 
promotion 

l1st1ngofpersonnelwhosepro~on 
hasbeenwithheld 

hstmgoftrnns.ctoonschcckedfm \ 
val1d1tythatprocesstothemaster 
personnel file 
l1st1ngoftransact1onsthatupdatethe 
masterpersonnelfile \ 
l 1stmgoftransact10nsthatha ve 
re1 ected fromthemasterperson n el file 
m1crofichecop1es 

l1stmgoftransachonmputtotheIEF 

l1stmgofpersonnelel1g1ble/Jnel1g1ble 
forpromot10n 

hstsofeveryE-7andE-8mtheAlf 
Force 

l1stofm1smatchdata,m1ssmgrecords 
ordupl 1caterecords 

C D 

whichare then 

cop1esatotherthan 
HQAFMPC 
HQAFMPCrecord 
copy 

destroyafter I cycle 
AUTH Nl-AFU-90-3 
destroyafter I year 
AUTH Nl-AFU-90-3 

destroyafterl 0years 
AUTH Nl-AFU-90-3 

destroyafter2cycles 
AUTH Nl-AFU-90-3 
destroyafter 1 0years 
AUTH Nl-AFU-90-3 

destroyafter6months 
AUTH NI-AFU-90-3 

destroyafter3months 
AUTH Nl-AFU-90-3 

destroyafter I 0years 
AUTH Nl-AFU-90-3 

destroy6monthsafter 
boardadJourns 
AUTH NI-AFU-90-3 
destroy90daysafter 
boardadJourns 
AUTH Nl-AFU-90-3 
destroy I yearafter 
boardadJourns 
AUTH Nl-AFU-90-3 
destroy90daysafter 
boardad1ourns 
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TABLE36-22 I 
Continued. I 

A B C D 
R 
u \ 
L Iftherecordsare 
E orpertainto ~sistin2of whichare then 

hst AUTH Nl-AFU-90-3 
34 masterpromotion l1sto~~nnelmehg1blefor des troyafterl year. 

mehg1bleltst promot10 cons1derat1on AUTH Nl-AFU-90-3 
35 mastermanual !1stofpers~~cons1deredfor des troyafter I 0years 

select/nonselectltst promot1onma uallv AUTH Nl-AFU-90-3 

" 
..36 out-of-system documentatfon~rn,1 destroyafter I year -

supplement~! supp lemen ta lease AUTH Nl-AFU-90-3 
promotloncases 

37 nonwe1ghable ltstolj,ocsonnd<hg,b,~otton destroyafter6months 
hstmgs mnonwe1ghablestatus AUTH Nl-AFU-90-3 

38 copiesotherthanrule destroywhennolonger 
37 needed AUTH NI-

AFU-90-3 
39 promotion MPFcopies destroyafterlyear.lettmof ~ 

COf!espondence recommendatlons/nonrecommen at1on AUTH Nl-AFU-90-3 
s,controlrosteract1on~ 
withhold/reinstatementact1on,etc 

·~ 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or nertain to consistin!7 of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 

-

- --
are retained to meet legal, audit, or other opera-
record.keeping tional purposes 

- requirements 
C 1:.1ectromc copies mat are aestroy atter recorruceeping 

created using copy has been created and 
electroruc mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 



2 

TABLE36-23 I 
ATTRITIONINFORMATION I 

A B C D.
R ' 
u 
L Iftherecordsare 
E orpertainto consistingof whichare then 

1 CadetAttnt1on doc entsreportmgcadet atlnst1tut1onal destroywhennolonger 
week monthlyattntlonbyclassand Research needed AlJTH NCI-
byreaso toshowgams, losses,and 461-82-11 
summary ta), mon thlyreportsof 
attntlonrate feachserVlceacademy, 
reportsoncadet tnt1on byvanous 
categories 
serv1ceacademy allothercop1es destroy I yearafter 

graduat1on,orwhenno 
longerneeded, which 
evenssooner AUTH\ NCI-461-82-11 

3 USAF A Graduates_ researchonattnttonofgraduate\ atGraduateResearch destroyafter 1 0years 
Attnt1on classes (SeeNote) AUTH 

- NCI-461-82-11 
4 Cadet formsconsol1dat1ngnotat1onsof atOfficeofReg1strar destroy 1 yearafter 

Departure/Turn back actlonstakentoprocessrecordsof action tscomplete \Record departmgcadets AUTH NCI-461-82-11 

NOTE: Retamedmofficetheentlreretentionpenod 

-I \ 
These three rules (involving temporary electronic records) apply to all rules m the precedmg table: 

A B C D 
If the records which 

RULE are or oertain to consistine: of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 
b electronic records destroy when the agency 

that supplement determmes that the elec-
temporary hard copy tromc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

C cJectromc copies mat are oestroy arter recorrnceepmg 
created usmg copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, d1sserrunation, or 
form filler software reference, whichever 1s later 
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TABLE36-24 I 
CADETPERSONNELRECORDS I 

A B C D 
R 
u 
L Iftherecordsare 
E orpertainto consistingof whichare then 
I CadetPecsonne~ permanentandtemporarydocuments mamtamedbythe mergew1th 

Record(CPR-1) asdefinedmAFI36-2608 Offi ceofCadet d1senrollmentrecord 
Personnelandpertam andd1sposeof 
tocadetspendmg d1senrollmentrecord 
d1senrollment IA WTable36-25 

AUTH N!-461-91-1 

2 mamtamedbythe upongraduat10n 
OfficeofCadet estabhshF1eld 
Personnelandpertam Personnel Record 
tocadetswhoareto GroupandMaster 
graduate Personnel Record 

Group IA W AFI36-
2608(SeeNote4) 
Forwardpermanent 
retent1ondocumentsto 
OfficeoftheReg1strar 
forretentJonmMaster 
CadetPersonnelRecord 
(See Notes 1,2&3) 
AUTH Nl-461-91-1 

3 tempomy,eco,dsnot<equtce~~ destroyaftercadet's 
MasterorF1eldPersonnelRecor classgraduates 
Group AUTH Nl-461-91-1 

4 A1rOfficer pecmanentandtomporncydocument\ mamtamedbythe forwardtoOfficeof 
Commandmg(AOC) l1stedmRules5and6below AOCwh1chpertamto CadetPersonnelthru 
Record(CPR-2) cadetsonwhom appropnategroupfor 

d1senrollmentact1on mergmgw1th 
d1sen rol lmentcasefi le 

\""m,tmted D1sposeof 
d1senrollmentcasefile 
IA WTable36-25 
AUTH Nl-461-91-1 

7o 
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TABLE36-24 
Continued. 

A 
R 
u 
L Iftherecordsare 
E or ertainto 

5 

6 

7 MasterCadet 
PersonnelRecord 
(Temporary) 

B 

consistin"of 
temporarydocumen tssuch as, butn ot 
l1m1tedto,CadetPerformanceReports, 
Bas1cCadetE val uat1onReport, 
MemorandumforRecord,Cadet 
ConductSummary,Cadet 
Interv1ew/Evaluat1on,Formfor 

emark~, CadetPersonal In formation, 
OCevaluat1onofCadetRatmg 

Fo ,Academ1cProbat10n 
Noll cat1on,Profess1ona1Trammg 
Summ ry,UpperClassPerformance 
Summa ,CadetPersonnelData 
Summary heet,lnd1V1dualM1htary 
RatmgSum ary,Conduct/ Aptitude 
ProbationLet r(s),Academy 
Board/ Academ Rev1ewComm1ttee 
Act1on(copyonly Mmutesof 
Ehg1b1htyComm1 eAct1ons, 
m1scellaneousletters ndreports, 
M1htaryRev1ewCom ttee/Phys1cal 
Educat1onRev1ewCom tteeAct1on, 
CadetTrendGraph,L1a1s0 Officer 
NommeeEvaluat1on 
permanentdocumentssucha butnot 
hm1tedto,AccountmgofD1scl ures 

formsanddocuments,suchas High 
SchoolTranscnpt,College 
Transcnpts,Scholast1c8ackground, 
Inv1tat1ontoTravelOrder,Offerof 
App01ntmentLetter,Reportof 
Cand1dateStatus,Cand1date 
Evaluat1on,Cand1dateAcllv1lies 
Record, USAF ACand1dateF1tness 
Test,CollegeReport,Release 
Statement,ReportofLrn1sonOflicer 
counselmg,Nom1nat1onfor 
Appomtment,Tentat1veNom1nallon, 
Not1ceofCand1dacy,Evaluat10nof 
Precand1date,Quest1onna1 re, SerV!ce 
Academ1esPrecand1date 
Quest1onna1re,Adm1ss10nsL1a1son 
Office V 1s1 t,Addressln format1 on, 
vanousletters, USAF ASelect1onTest, 

C D 

whichare then 
mamtamedbyAOC AOCwilldestroyupon 
oncadetswhoareto graduation AUTH 
graduate Nl-461-91-1 

AOCwillforwardto 
OfliceoftheReg1strar 
forfilemMaster 
PersonnelRecord 
Groupupongraduat10n 
(SeeNote4) AUTH 
Nl-461-91-1 

atOfficeofthe destroy90da ysafter 
d1senrollmentor 
graduation AUTH 
N 1-461-91-1 

7/ 



8 

I 

TABLE36-24 
Continued. 

B D 
R 

·u 
L Iftherecordsare 
E or ertainto consistinoof l\hichare then 

drugabusecert1ficate.etc 
MasterCadet formsanddocumentssuchas· destroypaperrecords6 
PersonnelRecord PermanentRecordCard,Personnel yearsaftercadet 
(Permanent) DataSheet,AppointmentOrders, graduatesorwould 

cademicWaivers,Independent havegraduatedand 
d1esCourse,French retainmicrofilm 

Aca emy/M1htaryExchangeprogram referencecopyatthe 
docum tation,Academy Academy(SeeNote5) 
Board/ A demicReviewComm1ttee AUTH.Nl-461-91-1 
Actions,Re rdotD1senrollmentfrom 
OfficeTypeTr nmg,CadetPersonnel 
SummarySheet, ert1ficateofRelease 
orD1schargefrom tiveDuty(DD 
214),CorrectiontoD "14, 
SeparationReferral,Te erof 
Resignation,Statemento nsent, 
CadetAcceptanceRecord,S ected 
SpecialOrders,SummaryTra1 ·ng 
Letter ,medical records,D1sclosu eof 
Cadet/CadetCand1datelnformati , 
Accoun tingotD1sc losures,detai I so 
HonorViolat1on(1fappl1cable),board 
actions(1fa hcable) 

NOTE(S): 
l .Forcadets(mcludmgfore1gnexchangestudents)whograduatebutarenotcommissioned,andarenotpnorserv1ce, 
forwardtoOfficeoftheRegistrarform1crofilming 
2.Forcadetswhograduate,butarenotcomm1ss1oned,andarepriorserv1ce,forwardtotheD1senrollmentBranchofCadet 
Personnel 
3 Forcadetswhograduate,butarecross-commissioning1ntoanotherbranchoftheserv1ce,forwardtoappropriateagency 
IAWAFI36-2608. -
4 FieldPersonnelRecordGroupandMasterPersonnelRecordGrouparenotmadeforforeignexchangestudents.G1ve 
foreignexchangestudentsthisdocumentationupongraduat1on 
5 Microfili:12paperreco1"_ds I :teara~erca~.etgraduatesorwo_uldh~v~graduat~- _ 1 _ 

These three rules (involving temporary electronic records) apply to all rules m the precedmg table) 

ti.>c<;e.f'f t'1a+ Yvle.r o..1 b, 9- C. do ~~ff l'r h, y-,.,/er I .z 4-. 0 ~ 
1 1 

1 
t-l~ rv/er c::\. 9-b Jo not °'ffl'f +a...-"'le.r "3,~,;,-7; ' / 

A B C D 
If the records which 

RULE are or nertain to consistimr of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 
'temporary hard previously approved .copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for admm1strat1ve, 
are retamed to meet legal, audit, or other opera-
record keep mg t1onal purposes 
requirements 

1:.1ectromc copies that are oestroy aner recorm::eepmg 
created usmg copy has been created and 
electronic mail and - filed or when no longer needed 
word processmg or for revision, d1ssemmation, or 
form filler software reference, whichever is later 

C 
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T ABLE36-25 I 
CADETDISENROLLMENT/DEPARTURERECORDS I 

A B 
R 
u 
L Iftherecordsare 
E orpertainto consistingof 
1 Cadet D1senrollment cadet d1senrollment case files (which 

Record consist, m part, of the CPR 1 and CPR 
2) (See Table 36-24) 

1.01 

1.02 

1.03 

C 

whichare 
at Office of Cadet 
Personnel for 
d1senrolled cadets 
granted education 
delay 

at Office of Cadet 
Personnel for 
d1senrolled cadets 
ordered to active duty 

at Office of Cadet 
Personnel for 
d1senrolled cadets 
transferred to the 
obligated reserve 

at Offi of Cadet 
Personn 1 for 
d1senroll cadet not 
covered el ewhere 

D 

then 
forward requ1red 
documents, as defined 
m USAF AR 537-32 to 
Office of the Registrar 
withm 60 days of 
d1senrollment 
Establish Field 
Personnel Record 
Group IAW AFI 36-
2608 and forward to 
HQ AFMPC upon 
d1senrollment AUTH 
Nl-461-92-1 
forward reqmred 
documents to Office of 
the Registrar for 
retention m the Master 
Personnel Record 
w1thm 60 days of 
d1senrollment 
Establish Field 
Personnel Record 
Group IA W AFI 36-
2608 and mail record to 
gammg MPF upon 
d1senrollment AUTH 
Nl-461-92-1 
forward required 
documents to the Office 
of the Registrar for 
retention m the Master 
Personnel Record 
w1thm 60 days of 
d1senrollment 
Establish Field 
Personnel Record 
Group IAW AF! 36-
2608 and mail record to 
HQARPCupon 
d1senrollment AUTH 
Nl-461-92-1 
forward requ1red 
documents to the Office 
of the Registrar for 
retention m the Master 
Personnel Record 
w1thm 60 days of 
d1senrollment AUTH 
N 1-461-92-1 
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TABLE36-25 I 
Continued. I -

A B C D 
R 
u 
L lfthmmdm~ 
E oroertainto \consistingof which are then 

1.0~ C espondence,copiesofselected atOfficeofCadet destroy I yearafter 
doc mentsfromd1senrollmentcase Personneloncases conclus1onofcase 
files, dotherrelatedrecords involvinghtigation, AUTH N!-461-92-1 
conce ngeachcase highlevelmquiries,or. 

. controversial media - -
exposure 

1.05 . temporaryre rdsheldmCPR!and atOfficeofCadet destroy90daysafter 
CPR2notrequi dfori\fasterorF1eld Personnel endoftheAcademic 
Personne!Recor roup Yearin\\-hich 

d1senrollmenttakes 
place AUTH Nl-461-
92-1 

2 Separat1onReferral destroywhenallformsusedasach,onolog:~,
Checklist checkhstforprocessmgd1se ollment actionshavebeen 

- andtumbackactions finahzed.AUTH-
NCl-461-82-8 

3 ReportofCadet formsusedto<epmttothe \ atOfficeofthe destroy6monthsafter 
Separation to congressionalsponsortheseparati Registrar endofacademicyearor 
Washington and ofacadetbeforegradualion whennolongemeeded, 
Congress whicheverissooner. 

AUTH Nl-461-92-1 

. 

-
A B C D 
If the records which 

RULE are or nertain to consistino of are then 

a Electronic systems electronic records destroy on expiration 
that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
electronic records destroy when the agency b 
that supplement determines that the elec-
temporary hard copy tronic records are super-- .- records \vhere the seded, obsolete, or no long--
hard copy records er needed for administrative, 

- are tetained to meet legal, audit, or other opera-
recordkeeping tional purposes 7'1 
requirements 

C r.tectronic copies mat are oestroy aner recoraKeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 

- form filler software reference, whichever is later 




