
REQUEST • AUTHORITY 
'. 

TO	 DISPOSE OF RECORDS 
(See	 l nst ructsons on Rererse ) 

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

FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the prOYISlons of 44 USC 33030 the drs-H({Army & Au Force Exch Service, Dallas, Texas posol request. including amendments, IS approved except for 
Items that may be stamped disposal not approved" or • with-2 MAJOR SUBDIVISION drawn"	 In column 10 Admlnistrative Services Division 

3 MINOR SUBDIVISION 

Records Management Office 
4.	 NAME OF PERSON Wmi WHOM TO 5 TEl EXT
 

FRED D AVERY Records t Offlcer 330-2173
 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I om authorized to oct for thiS agency In matters pertolnlng to the disposal of the agency's records, that the records proposed for disposal," thiS Request of 
~ page(s) are not now needed for the busmess of thiS agency or Will not be needed after the retention penods specified 

RECORDS MANAGEMENT OFFICER 
(Tule) 

97 10SAMPLE	 ORITEM	 NO res or Retention Periods) ACTION TAKENJOB	 NO 

Below are changes and add i.t i oris to Exchange Se rvice I-!anual5-1 <\AFES
 
Records Nanag ement .
 

I ADDI 

1.	 1403-12 Oversea Pr oc essi r ~ Records
 

Records perta~nlng to t.r~nsfer of personnel to oversea locatIon,. s~cl as',I
 
passport app li cat i on.., v...sa app li cat i ons , travel orders, phy si cc I and
 
Immunlzat~on papers, and related documents.
 

Cutoff when employee departs U. S. Destroy after one year.
 

CHANGE.
 

2.	 205-05 Strength Report
 

Wh~ch reads:
 

Periodic tabulations, tables, or other documents compiled
e&~~t ~etual er pr-ojected personnel strengt~ by organi 
zational units. 

a.	 Hl<AAFES office of primary interest.
 

Permanent. Cutoff at close of f1scal year.
 

b.	 Reporting units. 

Cutoff at close of fiscal year. Destroy after 2 years. 

is changed to read:
 

~ 205-05 Strength Report
 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Adrmrnstrauon 
FPMR (41 CFR) 101-11 4 
115-105 



, 
StAndard Fonn No. 115a 
I"romulg"ted 9-1-49 by 

,Job No. _ Page __ 2__~~~e:~tr:;i~~.11~rustratlon 

of-Lpages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

Periodic tabulatlons, tables, or other documents compiled
to report actual or projected personnel strength by organi 
zatlonal units. 

Cutoff at close of fiscal year. Destroy after 4 years. 

3. 701-03 Capital Expenditure Execution FlIes 

Which reads: 

Documents relating to the implementatlon of the Capital
 
Expenditure Program, accwnulated by offices responslble

for fund allocations, allotments an'd obligations.
 
Included are: Capital expenditure approvals, proJect
 
approvals, fund dlversion reports, supplementary allotment
 
requests and related documents. Arranged numerically by
 
exchanges.
 

a.	 HQ MFES 

Permanent. Cutoff at close of flscal year. 

b.	 Information copies ln other offices. 

Cutoff at close of fiscal year. Destroy after 2 years. 

Is changed to read:
VI	 70l-0~ Capltal Expenditure Execution Files
 

Documents relating to the lmplementatlon of the Capital
 
Expendlture Program, accumulated by offices responsible

for fund allocatlons, allotments and obligations.

Included are: Capltal expendlture approvals, proJect
 
approvals, fund diversion reports, supplementary allotment
 
requests and related documents. Arranged numerically by
 
exchanges.
 

a.	 HQ AAFES 

lieE! Cutoff at close of fiscal year. 'DestROY Aftc .. 10 yea.\II.s,"t . 
ra-.1..'W. ~7NtN11'3 

v. 

Cutoff at close of the five-year reporting period. Destroy after 2 years.	 . 
1'0.... copies, including original, to be SIlhm.itted to the National Archives	 16-50428-1 GPO 



SttIDdard ForlD No. USa 
J'romulgate8 9-1-49 by 
Oeueral &.rV1OOS AdmirustratlOn , Job No. _ Page----:-
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO (WITH 

8 DESCRiPTION OF ITEM 
INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO. 

10 
ACTION TAKEN 

4. 408-01 TrainIng Program PlannIng 

Which reads: 

and ReVIew Files 

Documents refJecting 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 flIes 
include documents regarding the preparatIon, review,
issuance and interpretation of dIrectIves or Instructions 
concerning employee training. 

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

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

\/ 

s. 

Is changed to read: 
408-01 Training Program PlannIng and Review FlIes 
These files Include documents pertaining to the prepara-
tion, review and Interpretation of general instructIons 
concerning employee training. 

Cutoff at close of fiscal year. Destroy after 5 years or 
upon supersessIon, obsolescence, whichever is sooner. 

408-03 Training Report Files 

Which reads: 

Documents reflecting actual training progress and accom-,_, 
plishments. Alon~ with directly related papers, this filE 
includes quarterly, semi-annual, or annual reports of 
trainIng accomplIshments; summary reports, special tralnirg 
reports, ADP lIstIngs and reports of employees trained, sludy 
reports; and coordinating actions. 

HQ AAFES OPR: Permanent; however, when consolidated or -'" 
summarized, 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: 

Foar copies, including original, to be sabl1litted to the National Archives 16-59428-1 GPO 
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Job No. _ Page 4 _ 

~f~pageB 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8 DESCRIPTION OF ITEM 
ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

~ 408-03 Training Report FlIes 

These flIes lnclude quarterly, semi-annual, or annual 
reports of trainlng accomplishments, and related papers. 

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

6. 410-03 Teletlcketing Servlce Files 

Wlllch r,eads: 

Documents showing airline tickets furnished to employee
travelers, but not those used for accounting purposes. 
Includes agent coupons, machlne listings, copies of 
authorizations, and related papers. Arranged as appro-
priate. 

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

Is changed to read: 

~ 410-03 Teleticketing Service Files 

Documents showlng airllne tlckets furnished to employee
travelers, e.g., agent coupons, machine listings, copies 
of authorizations, and related papers. 

Cutoff at close of fiscal year. Destroy after 2 years. 

7. 702-07 Working Fund FlIes 

Which reads: 

702-07 Working Fund Files CASC) 

Documents used in'accounting and fund transfer, including 
the fo llowmg : copa es of daily- bank dep-osits at local- --
t>~!l~s·(wi.t h adding machine tapes); copies. of checks 
issued by, exchanges with supporting documents;. discrepancy 
notice~; dep@sit transfer to exchange account; working 
fund reporv; working fund check listing; schedule of dis-
honored checks; and other related papers. 

Cutoff semi-annually. Destroy after 3 years. 

Is changed to read: 

~ 702-07 Worklng Fund File~ 

. Fo..., copies, including original, to be submitted to the National Jhchivell 

9. 
SAMPLE OR ACTION TAKENJOB NO 

16-594l!8-1 GPO 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7 8 DESCRIPTION OF ITEM ID. 
SAMPLE OR ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJOB NO 

Documents used in accounting and fund transfer, including
the following: copies of daily bank deposits at local 
banks (with adding machine tapes); copies of checks 
issued by exchanges with supporting documents; discrepancy
notices; deposit transfer to exchange account; work1ng
fund report; working fund check listing; schedule of dis-
honored checks; and other related papers. 

,a. Copies of checks and supporting documents. 

Cutoff at close of fiscal year. Destroy after 6 years. 

b. All other documents, including deposit slips, dis-
crepancy notices, deposit transfers, check listings, work 
ing fund report, schedule of d1shonored checks, and 
other papers. 

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

8. 1501-03 Freight Bill Aud i t Files 

Which reads: 

Audit reports on paid fre1ght bills forwarded by exchange 
elements for verif1cation of charges. Included are 
copies of audit contracts, amounts overcharged, requests
for disbursement, amounts reimbursed, and directly re-
lated papers. 

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

Is changed to read: 

~ 1501-03 Freight B1ll Audit Files 

Audit reports on pa1d fre1ght bills forwarded by exchange 
elements for verificat10n of charges. Included are 
copies of audit contracts, amounts overcharged, requests
for d1sbursement, amounts reimbursed, and directly re-
lated papers. 

Cutoff at close of f1scal year. Destroy after 5 years. 

FoWl copies, including original, to be subnliUed to the National Archives 16-59428-1 GPO 


