
r,,' A. 

/	 S1lr.nclnl'd Forfll No. 115
 
Revised N'lvember 1951
 
Prescribed br GC,f'leral Servrces
 REQUEST FOR AUTHORITY~dmlnlS!!icl'tlOn • 
GSAReg.~,v-l06 • TO DISPOSE OF RECORDS111103 •	 <II
 

(See Instructions on Reverse)
 

TO. GENERAL SERVICES ADMINISTRATION,
 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408
 

NOTIFICATION TO AGENCY
 
OR ESTABLISHMENT)


& AIr	 Force Exchange Service 
IN ACCORDANCE WITH THE PROVISIONS OF PUBLIC 

2 MAJOR SUBDIVISION LAW 91-287 DISPOSAL OF ITEHS MARKED "DISPOSAL 

Administrative ServIces DIvisIon APPROVED" IS AUTHORIZED. 

3 MINOR	 SUBDIVISION 

~Re~c~o~r~d_s_~_la_n-=	 ~ ~rul 1 0 ,g_~~~~~~~~~~__ e_n_t 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT. DATE 

Fred D. Avery Records Mgt Officer 330-2173 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for the head of this agency in matters pertaining to the disposal of records, and that the records described in thi. Ii.t or 

schedule of ~ pages are proposed for dIsposal for the reason indicated: ("X" only one) 

D 
A The records have
 

ceased to have suffi-
cient value to warrant
 
rurther retentron, 

97. 8 DESCRIPTION OF ITEM	 10 
SAMPLE OR ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO 

Below are changes, additions and deletions to ESM 5-1,
AAFES Records Management. 

408-01, which reads 

1. 408-01 TrainIng Program Planning and Review Files 

)	 Documents reflecting the plannIng, development and evalua-
tion of AAFES-wide programs for technical and management 
trainIng and general employee development, but excluding
files "descrIbed elsewhere In this section. These files 
include documents regardIng the preparation, review,
issuance and interpretation of directIves or instructions 
concerning employee trainIng. 

HQ AAFES aPR: Permanent. Cutoff at close of fiscal year. 

Other offIces: Cutoff at close of fiscal year. Destroy
after 5 years or upon supersession or obsolescence, which 
ever is sooner. 

Is changed to read: 

408-01 TraIning Program PlannIng and ReVIew Files 

Documents reflectIng the plannIng, d~velopment and evalua 
tion of AAFES-wide programs for technIcal and management 
traini~g and general employee development, but excluding
files descrIbed elsewhere in this section. These flIes 
Include documents regardIng the preparation, reVIew, 

Fo.... copi •• , iaclamag oripaal, 10be IDbndlled 10 Ihe Natiollal Alrchivea alld Re"o~da Se~ce 
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issuance and interpretation of d~rect~ves or instructions 
concerning employee training. 

Cutoff at close of f~scal year. Destroy ~fter 5 years 
or upon supersession or obsolescence, wht.chever is sooner. 

408-03, which reads: 

2. ,," 408-03 Training Report F1les 

Documents reflecting actual tra1n1ng progress and accom-
plishments. Along with d1rectly related papers, this 
f1le includes quarterly, semi-annual, or annual reports
of,train1ng accompl1shments; summary reports, special 
train1ng reports; ADP list1ngs and reports of employees 
train~d; study reports; and coord1nating actions. 

HQ AAFES OPR: Permanent; however, when consolidated or 
sununarazed-, the feeder reports will be destroyed and only
the consolidation or summary will be permanent. Cutoff 
at close of fiscal year. 

Other offices: Cutoff at close of fiscal year. Destroy
after 5 years. 

Is changed to read: 

408-03 Tra1ning Report F1les 

Documents reflecting actual tra~n1ng progress and accom-
pl1shments. Along with directly related papers, this 

file 1ncludes quarterly, sem~-annual, or annual reports
of training accomphshments; summary reports, special 
training reports; ADP l1stings and reports of employees
trained; study reports; and coordinat1ng actions. 

Cutoff at close of fiscal year. Destroy after 5 years. 

3. 408-07, which reads:' 

408-07 Train1ng Courses and Program F1les 

Record cop~es of documents relating to the development 
and establishment ,.ofspecific technical, management or 
spec1alized train1ng programs and courses of instruction 
for employees. These files are accumulated by personnel 
offices and 1nclude such documents as course outlines, 
program of instruct10n, handout material, tests, contract, 
and agreements with outs1de agencies or organizations, 

9 
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(lI'i'osn tJ'T 
AFPROVcB 

D1SPOS~l NQ1ArPROVEO 

FOUE copies, including original, to be submitted to the National Jhchives 16-59428-1 GPO 
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records of meetings, and related papers. Arranged by 
type of course or program or otherwise as appropriate. 

Personnel divlsion of office with primary responsibility: 
Permanent. Cutoff at close of fiscal year, or on super-
session or obsolescence of course. 

Other offlces: Cutoff at close of fiscal year. Destroy
after 5 years. 

Is changed to read: 

408-07 Training Courses 

Record~cop1es of documents relating to the development
and establisluneritof spec i f i c technical" management or 
speciallzed traln1ng programs and courses of instruction 
for employees. These files are accumulated by personnel 
offices and include such documents as course outl1nes, 
program of instruction, handout material, tests, contract~ 
and agreements with outs1de agencies or organizatlons,
records of meetings, and related papers. Arranged by 
type of course or program or otherwise as appropriate. 

Cutoff at close of fiscal year. Destroy after 5 years. 

4. 1101-01, which reads: 

1101-01 Quality Inspection Case Files 

Documents accumulated in the examination, sampling and 
testing of merchandise to verify or eva~uate quality
standards. Includes requests for evaluation or 1nspec-
t1on, records of complalnts, shipping and transfer docu-
ments, reports or laboratory tests and analysis, findings, 
referrals to consultant inspectors, and related papers.
Ar rarrged by test or Job number. 

Cutoff at close·of f1scal year in which action 1S complet~d. 
Destroy after 3 years. 

Is changed to read: 

1101-01 Quality I~spection Case Files 

Documents accumulated in the examination, sampl1ng and 
te?tlng of m~rchandise to verify or evaluate quality
standards. Includes requests for evaluation or inspec-

D.SPlSAL APPIOVEI 

Four copies, including o%iginal, to be SllbntiHed to the National Azchives 16-69428-1 GPO 
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tlon, records of complaints, shipping and transfer docu-
ments, reports or laboratory tests and analysis, findings,
 
referrals to consultant inspectors, and related papers.

Arranged by test or job number.
 

1-- -.---Cutoff when AAFES dealing wlth vendor is terminated. ~ISPOSAL APPROY£II Destroy after 3 years.
 

205-05, which reads:
 

5. 205-05 Strength Report 

Periodic tabulations, tables, or other documents complIed

to report actual or proJected personnel strength by
 
organlzatlonal units.
 

a.	 HQ AAFES office of primary interest.
 

Permanent: Cutoff at close of fiscal year.
 

b.	 Reporting units. 

Cutoff at close of flscal year. Destroy after 2 year
 

Is changed to read:
 

205-05 Strength Report
 

Periodic tabulations, tables, or other documents compiled

to report actual or proJected personnel strength by
 

organizational units.
 

a.	 HQ AAFES office of primary interest.
 

Permanent: Cutoff at close of fiscal year.
 

b.	 Reporting .un i.t-s


Cut6ff at close of fiscal year. Destroy after 4 year
 

1604-08, which reads:
 

6. 1604-08 Price Change Voucher Files 

Machine and manual price change vouchers showing old pric ,
 
new price, and extensions.
 

Cutoff-at close of fiscal year. Destroy after 3 years.
 

FoUl' copies, including original, 10 be submilled to the National Archives	 16-50428-1 GPO 
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Is changed to read: 

1604-08 Price Change Vouchers 

Machine and manual price change vouchers showing old price, 
new pr1ce, and extensions. • 

a. Exchange Office copy. 

Cutoff at close of fiscal year. Destroy after 3 years. 

b. Store/branch copy. 

Cutoff at close of fiscal year. Destroy after 1 year. 

ADD 

DISPOSAL APPROVEI 

f... 
ISPOSAL APPROVED 

7. 1505-10 Management Surveys - Motor Vehicle/Distribution 

Documents accumulated as a result of inspections of AAFES 
elements by distribut10n management specialists. In-
cluded are cop1es of reports, replies of corrective 
action, and related papers. 

Cutoff at close of fiscal year in which f1nal action is 
taken. Destroy after next comparable inspection. 

DELETE 

8. 1604-37 Price Change Voucher Files 

Store or branch copies of price change vouchers received 
from higher headquarters announcing pr1ce changes on 
listed merchandise. Documents may be either manually or 
machine prepared. Branches 1nventory the1r stock of 
listed items and extend vouchers to record total credit/
deb1t for accountability changes by account1ng off1ce. 
Arranged chronolog1cally. 

Cutoff at close of fiscal year. Destroy after 1 year. DISPOSAL lPPILOYEI 

16-59428-1 GPOFoar copies, including original, to be submitted to the Nutional Archives 

http:Standard-For.D1

