
       

 

    

 

       

 
 
 

 
 

     
 

 
 

 
   

 
 
 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-AFU-82-047 

All items in this schedule are inactive. Items are either obsolete or have been superseded by 
newer NARA approved records schedules. 

Description: 

Items 182/1/1 - 2 and 4 were superseded by NC1-AFU-85-016 / 182/1/1 - 3. 
Item 182/1/3 made obsolete by NC1-AFU-85-016. 

Date Reported: 12/1/2024 NC1-AFU-82-047 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 



l)J~ NWML 

TO G~u\il~~All ~~!Rl\f'IIC~~ b\[Q)Mlu\ilmir!Rlcfirmu\11, 
~~,rnij))~Jll ~lll«:l}m:flES ~1/\'lliil llllECillllliilS S!Ellllf!CIE, WDIS~!b\liln1i'li))~. IOJ«: 2M@® 

1 FROM (AGENCY OR ESTABLISHMENT) 
DEPARTMENT OF THE AIR FORCE 

2. MAJOR SUBDIVISION 

l!EA\IIE IIDI.ANI{ 

JOB NO 

NC I-A FU-ll..,-qJ 
DATE RECEIVED . I,, 

DIRECTORATE OF ADMINISTRATION (HQ USAF) In accordance with the prov1s1ons o/ 44 USC 3303a the disposal re 
_______________________________,1 quest including amendments, 1s approved except for items that,may 
3 MINOR SUBDIVISION be stamped d1sposa 1not approved or 'withdrawn" 1n column IO 

DOCUMENTATION MANAGEMENT 
4 NAME OF PERSON WITH WHOM TO CONFER !>. TEL E)(T 

MR. D. F. SHUELL 43527 
s/,l&--2-

n:,,e 

G CERTIFICATE OF AGENCY RIEPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in ma~ers pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of __ page(s) are not now needed for the business of 
this agency or wi ll not be needed after the retention periods spec1f1ed. 

D /A IFh'!lquest fforr immed iate disposal. 

[i] ~ Request forr disposal anerr ai speciffied perriod off time orr request fforr perrmainent 
rretention. 

C DATE 

15 APR 1982 

1. 
ITIEM NO 

Ii,. TITLE I !GWB.l 
llocumentation Management Branch 
IDformation _ ~ 

l'l SCRIPTION OF ITEM 
(Wrth Inclusive Dates or Retention Periods) 

ADMINISTRATION OF POSTAL ACCOUNTS 
(TABLE 182-1) 

(Applicable Air Force-wide) 

The purpose of this submission is to change the disposi­
tion of documentation pertaining to money order business 
and stamp sales. The change is required to comply with 
United States Postal Service (USPS) administrative 
guidelines for documentation maintained by military post 
offices. 

This recommended change has been coordinated with GAO. 

The recommended time limits will meet Air Force and 
United States Postal Service requirements. 

!II. 
SAMPLE OR 

JOB NO 

NCI-AFU-
80-44 

rn. 
ACTION TAKEN 

115-107 $1l'AG\l!l>AL'illli ~o M ns 
Revised April, 1975Clo 
Prescribed by General Services 

Admrnrstratron 
FPMR (41 CFR) 101-11 4 



----- ... --------
• ~ r.,111 C182-1 

:ADMINISTRATION OF POSTAL ACCOUNTS 
,-R-,.-------,-,------,,..-------,-1------~:__-_-:_-_ -_ -_ -:_c:::::::::::::::::::::::::::1:)::::::::::::::--! 

which :ue rhcn • 

:.-------------~----------------accumulated in connec-
tion with postal fum::-
tions or for verifica-
tion 

. . 

I 
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. 
!• 

I 

I 

• 
! 
j 

I 
} 
I 

I 
f 

destroy after 2 years (Note)
*•-----------------1 
destroy after 2 years 

·X-

* 
destroy after 2 years (llindow 
clerk copies - destroy upon 
completion of next audit. ) 

! 

* 
(RESERVED) 

1 

j 

. I 
I'. I 

I 

i 
l 
i 

•, 

f ~ l'___J_r_Jo...c_u_m_c_n_ts_a_rc---•:------c-01-1s-is-li_n_g_o_f_____ 

I l! or pertain to ·-· report.smoney orders: 1 

~-
records of money order forms

'' 2 and funds transactions!
,--+-------------;1----------------1 

daily record of stamp stamps, stamped paper, non­3 
sales postal 'stamps on hand 

stamp stock reqisitions 

(RESERVE?) 

RULES 6 THRU 14 NO Cf!-\NGE 

5 

.i . .. . 
•. 

l 
I 

. 



ti 
182. Postal Operations and Of'ticial Mall Manapaent. These tables cover disposition of documentation 
pertaining to policies, procedures and instructions goveming worldwide postal operations, postal finance 
services, and official mail management and accountability; include operational instructions for air post 
offices (APOs), aerial mail terminals, base information transfer centers, mobile distribution systems, 
mail directories, and transportation systems. 
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TADLI~ 182-1 I 
ADM-INISTRATION OF POSTAL ACCOUNTS I 
R 
u 
L 
E 

I -
2 

A B C l) 

It docuaente are 
or perte.tn t.o 

money orders yl' 

coneieting or 

reports1---------------1 with postal functions
records of money order forms dnd 
funds transaction, 

vbiab are 

accumulated in connection 
or for 1verification dcslrof-;' ycu~aftcFalt-entnl!S"' 

,.arc comrtcmi. 

'I 

deetro7 l 7..r attar tona la 
coaple~, or date ot ti.aal ,. entrz, Vlll.cbever 1a later. 
deetro, l 7ear art.er date 
ot •illng. 

destroy arter 1 year. 

destroy after 6 months. 

destroy I year after reassignment 
of individual inventoried. 

J daily record of stamp sales If 
I 

stamps, slumped paper, non-posldl 
stamps on hand 

4 stamp stock t/ req uisll1ons 
1 • ,. ' I 

5 trust fund account records of postal fuuds on hand or 
witndrawn 

6 record ot poet.age •tar
operatiou
(not ooqred Iv rule 14) 

Postel S.nioe and Air Force 
tone uaed t.o adalnister 
poetqe •tare 

6.1 pend.t lapr!nt ..Utnc 
at.ateaaata 

Foetal Senice tonu used 
t.o document •ilinp vitb
perait illpr.tnt 

7 audits APO audit summaries 

fixed credit audit sheets 

filled credit inventory record .. 

10 .f'ized credit receipt(a) l'bed credit receipt 
tone 

deetro7 vben the t1.D4 
credit 1a turned .tn. 

II funds and purchase order unit maU clerk's receipt destroy after I year. 

12 

-13 

license t.o uae otticial 
postage metere 

I'S Fora 3601-A at offices using return to HQ USAF/DAA(S) 
postage meters upon relocation or 

termination or poatege 
meter operation.

1---------------1--

ac HQ USAF/DAA(S) forw.rd terminated 
licenses to USPS. 

14 Quarterly Postage' 
Expenditure Report 

Quarterly Postage 
EKpenditure Report 
torms 

deetroy arter l year, or 
vhen n., lol!ler r,eeded for 
rf>furence, whichever 111 later. 

NOTE: Destroy verification copy after verification or completion of corrective actions. 

•I •1:11•: 1I o I 1:.....,...,.,..-r •r I' 1:., 


