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.LEAVE BLANK

REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 
(See Instructions an reverse) /JI --3Ji/--?9-o 

TO DATE RECEIVED1//i'!/tqGENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Army and Air Force Exchange Service In accordance with the provIsIons of 44 U S C  3303a 
2 MAJOR SUBDIVISION the disposal request, including amendments, ,s approved 

except for ,terns that may be marked "d1spos1t1on not
Administration Division approved" or "withdrawn" ,n column 10 If no records 

3 MINOR SUBDIVISION are proposed for disposal, the signature of the Arch1v1st ,s 
not required

Administrative Services Branch 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT ARCHIVIST OF THE UNITED STAJ.ES 

Marilyn M. Gaston D�h/21
Records Manaoement Officer (214)780-2282 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters 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 will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence D 1s attached, or GJ 1s unnecessary 

B DATE D TITLE 

Records Management Officer 

7 
ITEM 
NO 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retenhon Periods) 

9 GRS OR 
SUPERSEDED 

JOB 
CITATION 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY) 

1 • 

Listed below are proposed change and addition to the 

Army and Air Force Exchange Operating Procedures (EOP) 

5-1, Records Management 

1701-03 CRIMINAL INVESTIGATION REPORT FILES 

Reports prepared by military and civilian police agencies, 

military boards, etc., concerning their investigations of 

exchange losses resulting from housebreaking, robbery, 

fraud, customer or employee dishonesty and other felonies 

and misdemeanors. This includes interview records, cover 

sheets, transmittal sheets, lists of property stolen/ 

recovered, recommendations for action to minimize 

recurrence and related papers. Arranged numerically by 

control number. 

a. Record copy. 

(1) Hard copy. 

Temporary. Cut off at close of fiscal year in 

which case is closed and microfilm. Destroy 

hard copy after microfilm has been verified. 

(2) Microfilm copy. 

Temporary. Destroy in CFA when no longer needed 

for reference. 

GRS 18 

Item 14b 

(deviatio 

NSN 7540-00-634-4064 STANDARD FORM 115 (REV 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11 4 

115-108 
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CITATION 

and 

•. 

REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION 
AGE 

2. OF2-
-, 9 GRSOA 10 ACTION 

ITEM SUPEASEOED TAKEN8 DESCRIPTION OF ITEM 
(With lnollul.,. Dot•• or R•tsntlon P•rlOfUJNO JOB {NARSUSE 

ONLYJ 

sos). 

f

Temporary. Cut�o�ff;iail'--�i-111..e_. o 
destroy. 

2. 1701-04 MlHORANDUH or INQUIRY FlLES 

Reports prepared by AAFlS investigators concerning their NlW 
investigations of exchange losses resulting from 
housebreaking, robbery, fraud, customer or employee 
dishonesty, and other felonies and misdemeanors. Thls 
includes Verbal Communication Records (HOTLINl), 
Memorandum of Inquiry (HOI), llectronlc Surveillance 
Reports (ES), Interview records, cover sheets, transmittal 
sheets, lists of property stolen/recovered, recommendation 
for action to minimize recurrence and related papers. 
Arranged organizationally, then numerically. 

a. Record copy. 

(1) Hard copy. 

Temporary. Cut off at close of fiscal year in 
which case is closed and microfilm. Destroy 
hard copy after microfilm has been verified. 

(2) Microfilm copy. 

Temporary. Destroy in CFA when no longer 
needed for reference. 

Tern porar y. 

destroy. 

STANDARD FOAM 11fi·A (R£V. 12-131 
Praullled bl' GSA 
FPMA 141 CFR) 101-11.4 

115-104 




