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IlEQUEST L UTHORITY
 

TO DISPO~~ RECORDS
 
(See lnstructrons 011 

Y""I ...."'~...... SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

FROM (AGENCY OR ESTABLISHMENT) 

ice 
In accordance 

posal request, 
with the provtstons of 
mc ludmq amendments, 

44 USC 33030 the 

IS approved except 
dis-
for 

MAJOR SUBDIVISION 
items that may be 
drown' In column 

stamped 
10 

disposal n at approved" or "with· 

sion 
MINOR SUBDIVISION 

ement 
NAME OF PERSON WITIi WHOM TO CONFER 5 TEL EXT 

AVERY 2214 
CERTIFICATE OF AGENCY REPRESENTATIVE 

I h~eby certify that I om outhonzed to oct for this agency In matters pertcrmnq to the disposal of the agency's records, that the records proposed for disposal In thrs Request of 
_,,_ page{s) are not now needed for the bus ss of thts agency or WIll not be needed ofter the retention periods spec-fled 

27 Mar 74 FRED RECORDS MGT OFFICER 
(Date) (Signarure of Agency Represenranve) 

97 8 DESCRIPTION OF ITEM SAMPLE OR 10ITEM NO (WIth Inclusive Dales or Retention Periods) JOB NO ACTION TAKEN 

Listed below are proposed changes to AAFES ESM 5-1,
Records Management: 

1. 1602-03 Postal Records 

which reads: 

Consists of forms and supportlng papers such as receipts
for registered and certified mail, insured mail and speci 1 
dellvery receipts and forms, reports of loss, etc. 
Includes such documents as POD FORM 434 (Records of 
Accountable Mail), POD FORM 3877 (Firm Malling Book), 
POD FORM 3883 (Firm Dellvery Book Record). Arranged 
chronologlcally. 

Cutoff monthly or quarterly depending on volume. Destroy
after 2 years. 

Is changed to read: 

1602-03 Postal Records 

Consists of forms and supportmg papers such as receipts
for registered and certified mail, lnsured mall and speci 1 
dellvery receipts and forms, reports of loss, etc. 
Includes such documents as POD FORM 434 (Records of 
Accountable Mail), POD FORM 3877 (Firm Mailing Book), 
POD FORM 3883 (Flrm Delivery Book Record). Arranged
chronologlcally. 

________~~~~~~~~~~~~4,a~r~t~e~r~1~y-udependlng ~~_~. __uD~e~sL~~~--~~~~~~~~--
STANDARD FORM 115after 6 years. Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-114 
115-IOS 



Standard Foqt1 No. 115a 
Promulgated 9-1-49 by • 
Oen'l'tal Servl<ms Admimstration ~..J9 No. _ Page ··2 
The Nlltlon~rchlves. . of_2_pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO 

8 DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

2. 302-04 Mailroom 

which reads: 

Receipts 

Record of or receipts for mail and packages received throl gh 
the mail and messenger serv~ce, such as Senders Receipt,
AAFES FORM 3200-5. Arranged chronologically. 

Cutoff monthly. Destroy after 6 months. 

Is changed to read: 

302-04 Ma~lroom Receipts 

Record of or rece~pts for mail and packages received thro gh
the mail and messenger service, such as Senders Receipt,
AAFES FORM 3200-5. Arranged chronolog~cally. 

Cutoff monthly. Destroy after 2 years. 

FoU%copies, including original, to be submiHeci to tbe National .lhchives 16-59428-1 GPO 


