
JOB NUMBER REQUEST FOR RECORDS DISPOSITION AUTHORITY NI-AFU-02-a( 

NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 U.S.C. 3303a, the 
Communications and Information disposition request, including amendments, is approved

t--;,-==""',...,.;:,..-;;"""' ... --------------------i except for items that may be marked "disposition not 
3.	 MI approved" or "withdrawn" in column 10.
 

Enterprise Information Resource Management Division
 

4. NAME OF PERSON WITH WHOM TO CONFER 

althea	 S. Croom 

6. AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pertaining to of its records and that the 
records proposed for disposal on the attached 1Lpage(s) are not needed now for the business for this agency or will not be 
needed after the retention periods specified; and that written concurrence from the General Accounting Office, under the 
provisions ofTitIe 8 of the GAO Manual for Guidance of Federal Agencies, 

[8] is not required	 D is attached; or D has been requested. 

DATE	 ATIVE TITLE 

Air Force Records Officer 

9. GRS OR 
10. ACTION TAKEN8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

This SF115 adds three rules (involving temporary 
electronic records) to the following tables in AFMAN 
37-139: 

Tables 23-1 through 23-23, and
 
Tables 24-1 through 24-4.
 

Attached are these tables, with the three rules listed 
after each table. The three rules will be applicable to 
all series in each table, with an exception involving 
Table 23-16 (as explained in the text above the three 
rules after that table). 

Note: the first page attached to this SF115 is a list of
 
the table titles.
 

115-109 PREVIOUS EDITION NOT USABLE	 FORM 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 
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TABLE [NUMERIC VERSION OF AFMAN 37-139 TABLE TITLES) 
Series Table Number Table Title 
Number 

Note: The tables on the following pages have been crossed out because this SF115 covers, for 
each table, only the three rules involving temporary electronic records. 

1-~
 



• • 
Job NI-AFU-02-3! 

The three rules below (involving temporary electronic records) should be added to Tables 23-1 
through 23-23, and Tables 24-1 through 24-4, in AFMAN 37-139. 

A B C D 
RULE If the records are consisting of which are Then 

or pertain to 
a Electronic electronic records that destroy on expiration of the 

systems replace temporary hard retention period previously 
copy records approved for the 

corresponding hard copy 
records 

b electronic records that destroy when the agency 
supplement temporary hard determines that the 
copy records where the hard electronic records are 
copy records are retained to superseded, obsolete, or no 
meetrecordkeeping longer needed for 
requirements administrative, legal, audit, 

or other operational 
purposes 

c Electronic copies that are created using destroy after recordkeeping 
electronic mail and word copy has been created and 
processing or form filler filed or when no longer 
software needed for revision, 

dissemination, or reference, 
whichever is later. 

Rules Q, b, and c do not apply to the following rule: 

Table 23-16, Rule 4 - Records are permanent, 

1-6
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23. Supply. These tables cover documentation resulting from the management and control of supply operations, and USAF 
Academy Supply Management Records. They include requisitioning, receiving, issuing, inventory management, property 
accounting, stock control, and related matters. 

TABLE 23-1 I 
SUPPLY MANAGEMENT RECORDS I -, A	 BR,

U 
L ~records are 
E ain to consisting of 
1 forms required by law for bonding

~~~Of operty private or civil corporations,military 
institutions, or like concerns which 
possess government supplies and 
equipment 

2	 USSTRATCOM t~ USSTRA TCOM forms
 
supply system
 
management -,
 

3	 aircraft distribution p~ or HQ USAF aircraft 
and assignment deli and modification instructions 
control and endments, AFMC aircraft 

assignme directives, and related 
documents 

4 corresponden~es, and other 
records related t eceipt, assignment, 
transfer, and dis sal of aircraft 
assigned to MAlCO 

5 locator cards for each ai aft assigned 
to a MAlCOM 

6	 mission capability daily summaries
 
(MICAP) summary
 
listings
 

6.01 

7 monthly suriunaries and other listings 
produced from specific card decks 

8 card decks 

8.01 mission capability MICAP checklists used to validate that 
checklists	 no assets are available for use to 

satisfy priority requirements 

C	 D 

which are then 
return to originator in 
exchange for new valid 
bond or' on settlement 
of property accounts. 
AUTH: NI-AFU-90-3 

at USSTRATCOM destroy after 1 year. 
supply support of AUTH: NI-AFU-90-3 
maintenance activities 

destroy I year after 
project is completed. 
AUTH: NI-AFU-90-3 

destroy after I year. 
AUTH: NI-AFU-90-3 

destroy 3 months after 
transfer of aircraft from 
command jurisdiction, 
or on receipt of disposal 
termination authority, 
whichever is sooner. 
AUTH: Nl-AFU-90-3 

Logistics destroy after 1 month. 
~u	 s AUTH: NI-AFU-90-3 

Air destroy 90 days afterat oth~Logistics ters	 creation. AUTH: Nl-
AFU-90-3 
destroy after 6 months. 
AUTH: NI-AFU-90-3 

'\ destroy • immediately 
after all necessary 

-, aand listings
printed and 
AUTH: NI-

9 

destroy ~requirement'( satisfied 
unless erwise 
directed by the ocal 
Chief of Su . 
AUTH: NI-AFU-91-2 

, • 



118	 'MAN ~~-1391~arch1996 • 
TABLE 23-1 

A B	 c D 

are 
which are then 

card decks and applicable to all destroy 60 days after 
records except those report is superseded. 
under rule 9.1 AUTH: Nl-AFU-90-3 

9.01 umrnaries, card decks and destroy after the 
related applicable to ISSLS directing MAJCOM 
loaded for weap terns supported determines that 
at individual bases applicable ISSL levels 

should be deleted. 
AUTH: NI-AFU-90-3 

10 munitions supply reconciliation reports of munition destroy 1 year after 
reconciliations based on air munitions serviceability reconciliation. AUTH: 

and location records, required by AFI NI-AFU-90-3 
21-101 

11 base closure or records and documentation of personal maintained e destroy 2 years after 
realignment property left at closing bases to assist command and/or final conveyance of 

affected communities, such as DD base operating nal 
Form 1149 (Requisition and Invoice manager 
Shipping Document), and DD Form 
1348-1 (DOD Single Line Item 
Release and Document 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or pertain to conslstinz of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard c<?2Yrecords 
b	 electronic records destroy when the agency 

that supplement determines that the elec- . 
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping . tional purposes 
requirements 

J::.lectromc copies	 that are cestroy aner recoruxeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

•
 

c 
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TABLE 23-2 
DUE-IN ASSET MANAGEMENT AND CONTROL RECORDS 

A B C D 

are 
which are then 

and at IMsISSMs for destroy 3 months after 
reporting and final payment of 
controlling due-in contract. AUfH: Nl-
assets from contractor AFU-90-3 
and reporting AF 

2 
~P~~~Rs~------------~~--------~ 

activities 
destroy 3 months after 
all items have been 
placed on contract or 
cancelled. AUfH: Nl-
AFU-90-3 

3 due-in asset worksheets prepared for 
input to computer 

4 due-in asset status cards for each item 

•
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TABLE 23-2 J 
Continued. (see note) I 
<, A B C D 

~ 
L ~~ records are 
E rtain to consisting of which are then 

5 due-in statistical transaction listing destroy I year after 
completion of action. 
AUfH: NI-AFU-90-3 

6 due-in requirements data for reports destroy 3 years after 
for category I and II R items close of buying year. 

~ AUfH: NI-AFU-90-3 
7 out-of- destroy on completion~ariation printouts,

ces, overage data of review and update 
action. AUfH: NI-
AFU-90-3 

8 car arrival reporting destroy 3 months afterreports used~ diversions of 
records shipments or t initiate immediate diversion or 

reshipments reshipment. AUfH: 
NI-AFU-90-3 

9 shortage report destroy after 3 months. reports transmitted by t;~
records technical service stock cont point; AUfH: NI-AFU-90-3 

used to determine a secondary ce 
of supply 

10 advice of availability reports by a stock control point to a 
records depot which indicate a secondary 

source of supply for items appearing 
on a shortage report r-. 

11 fixed lists of materials, supply documents	 destroy 60 days after
rnaintain~communications- and listings, and correspondence project mana s completion of action. 

computer systems related to supply action against a C-CS AUfH: NI-AFU-91-30 
supply project 

12	 maintained by storage" destroy upon receipt of 
location project ect completion of 
custodians inst ation instructions 

from Q EIDILGP, 
when kit . transferred 
to another storage 
location, or w no 
longer needed. A 
NI-AFU-91-30 

. 
NOTE: The term "depot" as used herein refers to all supply establishments maintained for the storage and issue of supplies 
for domestic or overseas supply, such as distribution, key, port stock, filler and reserve depots, and comparable 
establishments in overseas commands. 

5
 

• 
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c 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D
 
If the records which
 

RULE are or pertain to consistin2 of are then
 
a Electronic systems electronic records destroy on expiration
 

that replace of the retention period
 
temporary hard previously approved
 
copy records for the corresponding
 

hard copy records 
b	 electronic records destroy when the agency
 

that supplement determines that the elec-
temporary hard copy tronic records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for administrative,
 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
 

. requirements 
eiectroruc copies	 that are cestroy aner recoroxeepmg 

created using copy has been created and 
electronic mail and filed or when no longer needed -- word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

• 
'J 
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TABLE 23-3 1 
UNIT, ORGANIZATION AND MATERIEL CONTROL SUPPLY RECORDS I 
,A B C D 

~ r-,.H the records are 
E I be pertain to conslstiag of which are then 

1 ac e unit property allied registers and files, including destroy after 1 year. 
recor flyaway and en route kits, component AUTH: NI-AFU-90-3 

records, requisitions, custody receipts, 
requests for issue or turn-in marked or 
stamped "custody receipt (issued of a 
permanent record)," property issue and 
turn-in slips, shipping and receiving 
documents, reports of survey, 
statement of charges, schedule of 

, inventory adjustment 
mechanized property 

g cards, an? related reco~ds 
transactions occurnng 

month 
2 temporary ~todY receipts destroy or return 

individual on return 
to 
of 

property. AUTH: Nl-
AFU-90-3 

3 inactivated unit allied register and es described in destroy when 
property records rule 1 installation commander 

is assured that property 
records have been 
reduced to zero 
balance, and that all 
property has been 
turned in to appropriate 
supply office or 
otherwise satisfactorily 
accounted for, and he 
or she has issued 
authority to destroy the 
records. AUTH: Nl-
AFU-90-3 

4 authorizations to destroy the records destroy 2 years after 
inactivation of unit or 2 
years after disposal of 
the record, whichever is 

r-{a~r~ AlITH: 
l A,fU-90-3 

NI-

5 property accounting 
transaction card 

deS~y
actio 

after supply
.s completed and 

entry ha been posted to 
the doc nt register. 
AlITH: Nl- U-90-3 

6 special measurement 
clothing and 

measurement forms destroy
receipt 

30 ~~fter 
of 0 ered 

orthopedic footwear material. AlITH: 1-
AFU-90-3 

7 
•
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TABLE 23-3 I 
Continued. I 
'- A B C D 

~ IT the record' are 
E "Qr pertain to eonslstlnz of which are then 
7 records created before conversion of destroy 1 year after all 

AF organizational equipment records records have been 
to EMOIBEMO and CEMO systems reconciled and current 

inventories are 
accurate. AUTH: NI-
AFU-90-3 

8 supply reportin.~ equipment status reports, reports on at unit supply for destroy after I year or 
supply levels, critically short items, submission to higher on inactivation of the 
other matters which affect the headquarters unit, whichever is 

'-Qlaintenance and receipt of supply sooner. AUTH: NI-
i~s, and related papers AFU-90-3 

9 packing certificates rec~owhiCh certify that proper
cratin d packing of equipment have 

destroy after 6 months. 
AUTH: NI-AFU-90-3 

been ac plished before. movement 
of a unit to new installation 

10 supply inspection showdown~. 
inspection re 

ection 
rts, 

reports, final 
and related 

destroy after 1 year. 
AUTH: NI-AFU-90-3 

inspection papers, ertinent to units 
that are outfitted efore overseas 
movement 

11 USAF marine destroy when boat is 
equipment allowance dropped from AF 
and checklist inventory and all 

equipment is accounted 
for. AUTH: NI-AFU-
90-3 

12 unit supply officer continuing lists showing by name and retire on inactivation of 
listings inclusive dates each officer's unit for. disposal 12 

assumed/relinquished responsibility years after inactivation. 
and certificates of transfer AUTH: NI-AFU-90-3 

13 training equipment records relating to the request to base destroy on turn-in of 
issue and turn-in supply activities for training equipment. AUTH: 

equipment, notification of action taken NI-AFU-90-3 
on request, and return of equipment to 
base supply activities, including 
issue/turn-in slips and related 
correspondence 

14 zero overpricing letters, messages, inquiries and other at customer liaison, stroy 1 year after the 
material relating to suspected pricing consumer advocate, res ution of the case, 
error materiel management, or en no longer 

procurement office or require if this is after 
other repository the reso tion date. 

AUTH: Nl- lJ-88-28 
15 unit records daily document registers at 

management 
equipment 

office or 
destroy after ~~~t~s. 
AUTH: NI-AFU-~ 

base supply 
15.01 (RESERVED) (RESERVED) ~ 

8 
• 
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TABLE 23-3 I 
Continued. I 

A B C D 

~ If the records are
 
E I'ar pertain to consisting of which are then
 

15.02	 daily document registers and Project at units with GSUs destroy after I year. 
Fund Management Report and at the GSU except AUTH: NI-AFU-90-3 
(PFMRIOCCR) update and as in rule 15.1-, 
reconciliation 

-.16 priority monitor report, stock number destroy after receipt of 
directory, due-out status listing, due-in updated .listing. 
from maintenance listing, bench stock AUTH: NI-AFU-90-3 
review, bench stock listing, special 
level listing 

16.01 AF Broadcasting	 ~ tracking reports, e.g., Priority at AF Broadcasting destroy after 1 year. 
Service Supply tor Report & Due-Out Validation Service activities AUTH: GRS 3, Item 
Management g	 4b 
Reports 

17	 source records forms, i,e., supply control log, records destroy after 1 year or 
of ca ibalization, issue/turn-in when no longer needed, 
request, 00 single line item whichever is sooner. 
release/recei document, item AUTH: NI-AFU-89-27 
location and tus card, temporary 
hand receipt, not cation of TCTO kit 
requirements, qui reference lists, 
and report of packag and handling 
deficiencies, repai ble item 
processing tag, and input to 
maintenance repair apability 
reporting; used to order, eceive, 
control, verify, input, forecast, -in, 
and are not accountable 

17.01 adjusted stock level records see table 23-4, rule 17.'\ AUTH: NI-AFU-89-27 
18 verification worksheet destroy 3 months after 

completed action if no 
longer needed for 
justification of special 
levels. AUTH: NI-
AFU-90-3 

19 custodian records	 custodian authorization/custodian see table p-ll, rule 40. -,receipt list	 AUTH: NI-AFU-90-3 
20 clothing allowance individual mandatory clothing check destroy when form 

for Reserve Forces (male and female) lacks space for next 
inspection and new\ rt: have been ~sed 

one mspection. 
H: NI-AFU-90-3 

21 clothing request receipt dest~fter I year. 
AUT . l-AFU-90-3 

22	 personal clothing record, male/female
 
&stroY~
airman	 are transfer d to a new 
form and final 
statement is 
accomplished. A H: 
NI-AFU-90-3 

23	 personal clothing claim and at staff judge advocate destroy 1 year after case,.., 
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o •• 

TABLE 23-3 
Continued. 

B C D 

If the records are 
consistin of which are then 

supporting records offices is closed. AUTH: Nl-
AFU-90-3 

24 to record and at the Customer destroy 1 year after 
complaints, Liaison Office resolution of the case. 

AUTH: NI-AFU-90-3 
25 TCTO jacket files kit destroy 1 year after all 

Requirements Form 20 , balances are reduced to 
management notice of TCTO kit and 
availability, notification of kit 
shipments, receipt documents, 
re uisitions and related records 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D
 
If the records which
 

RULE are or pertain to eonslstlnz of are then
 
a Electronic systems	 electronic records destroy on expiration
 

that replace of the retention period
 
temporary hard previously approved
 
copy records for the corresponding
 

hard copy records 
b	 electronic records destroy when the agency
 

that supplement determines that the elec-
temporary hard copy tronic records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for administrative,
 
are retained to meet legal, audit, or other opera-
recordkeeping . tional purposes
 
requirements
 

c J::.lectroDlCcopies mal are cestroy aner recorukeepmg
 
created using copy has been created and
 . 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

10
 

•
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TABLE 23-4 I 
BASE STOCK RECORD ACCOUNTS I 

A B C D
 
R
 
U
 
L If the records are
 
E or pertain to consisting of which are then
 

stock record cards on accountable property	 destroy 1 year after ~ transactions to a specific stock record equipment has been 
account, or equivalent forms removed from the 
prescribed in AFMAN 23-110 account. (See table 41-4 

for medical stock 
~ record account.)r-, AUTH: NI-AFU-90-3 

2 (RESERVED) <, (RESERVED) 
3 <, 
4 daily document prepared by bases destroy after 3 months. accountable regi:~

registers AFMAN 23-11 0 that r ct specific operating under the AUTH: Nl-AFU-90-3 
property transactions standard base level 

supply system (Sperry 
~0-6Ql 

5 information copies used as a cross- destroy when no longer 
reference work file needed or on receipt of <,stock number directory, 

r-=ver is sooner. 
: NI-AFU-90-3 

6 supply document prepared by bases destroy~register	 operating a manual AUTH: Nl- 0-3 
base supp!y'~tem 

,I
 

• 



124 . , •. AFMAN 37-139 '1 March 1996 • 
TABLE 23-4 I 
Continued. 

A 
R 
U 
L If the records are 
E or pertain to 

document control 
cards 

8 

9 

9.01 

10 
t-~~-I 

10.01 

11 

12 

daily transaction 
register 

consolidated 
transaction register 

monthly base or 
medical supply 
transaction register 
source records 

I 
B 

consistin2 of 
cards created during preparation of 
daily document register 

original accountable ~egisters
prescribed in AFMAN 23- 0 that 
reflect specific property transact s 

copies 

originals 

copies 

issue/turn-in records, 
shipping/receiving records, inventory 
adjustment documents, USAF excess 
and surplus property turn-in records 
not used as supporting records (see 
rule 14), and notice of lost or missing 
documents which pertain to 
accountable-type transactions and L..-

C
 

which are 
used by bases 
operating under the 
standard base level 
supply system (Sperry 
1100-60) to prepare 
delinquent document 
listings, assure that 
records requiring 
review/filing are 
received in the 
document control 
section, and to aid in 
quality control 
used by bases 
operating under the 
PCAMlB263 or other 
supply system to 
prepare a document 
register, prepare 
listings covering 
overage documents, 
for followup purposes, 
and to prepare 
mechanized supply 
activity reports 
prepared by bases 
operating under the 
Standard Base Supply 
System and 
maintained in 
Document Control 

~ed in· other 

maintained; in 
Document Oivttrol 
maintained i~ther 

offices '" 

identified in AFMAN 
23-110 to be held 

D 

then 
destroy after all 
necessary action is 
completed. AUTH: 
NI-AFU-90-3 

destroy after 1 year or 
when replaced by a 
consolidated 
transaction register. 
AUTH: NI-AFU-91-31 

destroy after 1 year or 
when no longer needed, 
whichever is sooner. 
AUTH: NI-AFU-91-31 
destroy .after 1 year. 
AUTH: NI-AFU-91-31 
destroy after 1 year or 
when no longer needed, 
whichever is sooner. 
AUTH: NI-AFU-91-31 

~e ~able 41-4. AUTH: 
,,~U-90-3 

destro after 1 year. 
AUTH: -AFU-90-3 

.l..- .311 

• . J'l-
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TABLE 23-4 I 
Continued. I 

A B C D 
R 
U
 
L If the records are
 
E or pertain to consisting of which are then
 

contain valid document numbers" all except records to be destroy after recording 
held as prescribed in in 

r. ~ AFMAN 23-110 document/transaction 
registers and 
completion of quality 
control. AUTH: NI-
AFU-90-3 

14 supporti records	 reports of survey, statement of charges, identified in AFMAN destroy after 1 year (see 
cash collection vouchers, DOD single 23-110 table 65-3). AUTH: 
line release/receipt document, USAF NI-AFU-90-3 
excess and property turn-in records, 
and any other records needed to 
support each entry on transaction and 

\locument register 
14.01	 I I purchase (LP) receipt records transactions of more destroy 6 years and 3 

ide ified in AFMAN 23-110, Vol II, than $25,000 and all months after final 
Part 0 construction contracts payment (See Note). 

exceeding $2 000 AUTH: GRS3 ITEM3A 
14.02	 transactions of $25,00 destroy 3 years after 

or less and final payment (See 
constructions contracts Note). AUTH: 
under $2 000 GRS3 ITEM3A 

15 records not included . rule 14 or 14.1	 destroy after recording 
on daily transaction 
and document registers, 
and after quality 
control check is 
completed (see table 
65-3). AUTH: NI-
AFU-90-3 

16 adjusted stock level original copies hold as long as 
records established levels are in 

effect; then destroy.-, 
AUTH: NI-AFU-90-3 

17 destroy upon receipt ofat initia~ti" 
approved current 
renegotiation. AUTH: 
NI-AFU-90-3 

18 suspense copies <, destroy on receipt of 
approved copy. AUTH: 
NI-AFU-90-3 

19 outdated copies =on receipt of 
form. AUTH: 

U-90-3 
20 revalidation decks d_~ed cards

when re ced by later 
cards. H: NI-
AFU-90-3 

21 Uniform Materiel	 prepared by bases destroy 90 da~
Movement Issue operating under the monthly c off. 
Priority System standard base level AUTH: NI-AFU-90-
(UMMIPS) supply system (Sperry . 
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TABLE 23-4 I 
Continued. I 

A B C D 
R 
U 
L If the records are 
E , or pertain to 

surveillance listings 
consisting of which are 

1100-60) 
then 

"
recurring listings 
and reports not 
covered elsewhere in 

destroy on receipt of 
new listings or reports, 
or after all analytical 

is table and management 
purposes are served, or 
as required in AFMAN 
23-110, whichever is 
later. AUTH: NI-
AFU-90-3 

23 obsolete
file 

obj~ 
object cards replaced by a later change 
or deleted from the system 

at each base 
under the 

operating 
standard 

process 
23-110, 

under 
vol 

AFMAN 
II, Part 

base level supply Four, chap 13 
system (Sperry 1100- (Authority: table 37-14, 
60) rule 4). AUTH: Nl-

~ AFU-90-3 
24 program 

change tapes 
bank th~~pes returned to AFDSDO-

SCC 2 on completion of processing 
24.01 supply 

tapes 
file dump those \~:rased and reused 

base per \if AN 23-110 
by the 

24.02 ADPM 
requests 

work forms used ~uest nonrecurring
as required co uter products 

or destroy 
needed. 

when no longer 
AUTH: Nl-

AFU-90-3 
24.03 program 

sheet files 
release assembly and sq~eetsand related docume tion used to 

destroy 
when 

release sheets 
applicable 

control the application f computer program is removed 
programs in the SBSS oper ion from the obsolete object 

deck files. AUTH: Nl-
AFU-90-3 

25 standard operating forms maintained on an annual ba~ destroy after 1 year. 
supply system AUTH: NI-AFU-90-3 
trouble reports 

26 account files individual files of personnel destroy I year after 
authorized to receipt for property, superseded or obsolete. 
supplies and spares containing current AUTH: NI-AFU-90-3 
and noncurrent specimen signatures, 
name, grade and organization of . 
account custodians, and waivers 
granted for use of stamps when 
numerous repetitive signatures are 
required 

27 local purchase- cards and related data which provide a held by sup~~ destroy individual cards 
item/procurement 
history file 

complete 
history, 

description, procurement 
previous prices paid, and 

representatives 
act as liaison 

who 
between ~ obsolete,or inactive, 

available sources for local purchase base supply and ned locally. 
items, prepared by procurement procurement on all AFU-90-3 
personnel supply matters 

involving procurement 
28 nuclear 

stock 
weapons 

record 
supply 
receipts 

records 
filed as 

or materiel courier 
required by AFMAN 

destroy 7 m~er 
audit of the count. 

accounts 23-110, vol I, Part One chap 18 AUTH: NI-AFU- -3 
29 weapons and punch cards prepared on each weapon add to history file w~ 

COMSEC and each item of COM SEC equipment weaponlCOMSEC
• 
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TABLE 23-4 
Continued. 

A B C D 

R 
U 
L H the records are 
E or ertain to consistin of which are then 

equipment control requiring serialized control and equipment is no longer 
files reporting which are active and on item record. AUTH: 

represent all weapons controlled item NI-AFU-90-3 
code N item and COMSEC control 
cards for each NSN with MMC of CA 
item record and detail balances 

30 held for history and research purposes destroy after 2 years, 
AUTH: NI-AFU-90-3 

31 destroy when 
superseded, obsolete or 
no longer needed. 
AUTH: NI-AFU-90-3 

32 base materiel/supply stock fund inventory at bases operating destroy 2 years after 
automated system report and stock fund under the standard close of fiscal year or 
(Sperry 1100-60) program level supply when no longer needed, 

Sperry 1100- whichever is later, 
AUTH: NI-AFU-90-3 

33 conversions audit list accountable record pertaining to 
(R22) satellite rehomings, conversion from 

any other supply system to Standard 
Base Supply System (SBSS) 
establishment of new supply account, 
conversion of com uter stems 

NOTE: AFOs will advise if there are outstanding discrepancies within the specified retention period, In absence of such 
advice, destroy the records at the end of the retention period, 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A	 B C D 
If the records which 

RULE are or pertain to eonsistlns of are then 
a Electronic systems electronic records destroy on expiration 

that replace	 of the retention period 
temporary hard	 previously approved 
copy records	 for the corresponding 

hard copy records 
b	 electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping . tional purposes 
requirements 

c J::.lectromc copies	 mat are destroy aner recorcxeeping 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

,	 • 
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TABLE23-5 I 
TABLE OF ALLOWANCE/AUTHORIZATION RECORDS I 

A	 B 
R
 
U
 
L If the records are
 
E or pertain to conslstinz of
 

table of allowance	 records accumulated by the air 
(T/A) records	 logistics centers (ALCs) offices of 

record in establishing, changing and 
maintaining tables of allowance data 
(i.e., SERDs, correspondence, etc.) 

2 

3 recor~ by using activity 

•	 4 allowance! approved copies .ch are within 
authorization change established allowance d approval 
requests and authority is wing level or er, do not 
custodian require approval under porary 
request/receipt authority, miscellaneous all ce 

source codes specified in sectio a, 
AFIND 10, do not recommen 
changes to allowance documents, and 
copies used for other than requesting 
changes in authorizations 

4.01	 approved copies for requisitioning 
office furniture 

5	 approved copies which are authorized 
under miscellaneous allowance source 
codes specified in AFIND 10, section 
A, and do not require approval under 
temporary authority 

C 

which are 
on weapon systems 
(aircraft, missiles, etc.) 

on nonweapon-type 
systems 

at Equipment 
Management Section, 
Base Supply 

at Other~han 
MAlCOM equ ent 
management office 

at MAlCOM 
equipment 
management office 

D 

then 
destroy 2 years after the 
system for which the 
T/A was established is 
no longer in the AF 
inventory or 8 years 
after the publication 
date, whichever is 
sooner. AUTH: Nl-
AFU-90-3 
destroy 2 years after the 
T/A has been cancelled 
or 6 years after 
publication date, 
whichever is sooner. 
AUTH: NI-AFU-90-3 
destroy when 
superseded or obsolete 
or on receipt of a 
revision notice. 
AUTH: NI-AFU-90-3 
destroy after notifying 
the custodian and all 
processing actions are 
complete. AUTH: NI-
AFU-91-28 

see table 23-11 AUTH: 
NI-AFU-90-3 
hold with supporting 
records for as long as 
the authorization 
remains • in effect, or 

pears on a 
soli dated Listing 

(CL validated and 
signed by the 
appropria certifying 
official, the destroy. 
AUTH: NI-A 0-3 
destroy after I ~r. 
AUTH: NI-AFU-90-~ 

•
 

5.01 
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TABLE 23-5 I 
Continued. I 

A 
R 
U 
L If the records are 
E or pertain to 

7 

8 

9 

B c 

consistin2 of which are 
validated and signed CL 

approved copies recommending 
changes to allowance records 

approved opies which list medical 
organizatio requirements approved 
bytheMAlC 

approved copies which are in an at othe~han 
established allowance and approval MAlCOM e . ment 
authority is WAB CEMO, WAB management 0 

AFMC, or WAB USAF 

D 

then 
destroy when obsolete 
or when superseded by 
a new CL. AUTH: Nl-
AFU-90-3 
destroy when item 
published in the 
allowance document 
and changes are 
reflected in the 
equipment 
authorization inventory 
card files. AUTH: Nl-
AFU-90-3 
destroy upon 
termination of 
temporary loan (ASC 
897)/rental agreement. 
AUTH: Nl-AFU-90-l4 
hold as support 
documentation for the 
increased 
authorization; annually, 
on receipt of approved 
copy of the 
consolidated listing 
(CL) from the 
MAlCOM, file the 
approved forms that 
support authorization 
changes and which are 
in the approved CL 
with accountable 
records of the past FY, 
and dispose of 
according to table 23-4. 
AUTH: Nl-AFU-90-3 
hold with supporting 
records for as long as 
the authorization 
remains in effect or no 
longer requires WAB 
CEMO, WAB AFMC, 
o WAB USAF 
app val in applicable 
Table f Allowance, or 
appears on a 
Consolida Listing 
(CL) vali d and 
signed by the 
appropriate cert ng 
official, then des 
AUTH: Nl-AFU-90-3 

· '/7
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TABLE 23-5 I 
Continued. I 

A B C D 
R 
U 

=. 
L H the records are 
E or pertain to consisting of which are then 

validated and signed CL destroy when obsolete 
or when superseded by 
a new CL. AUTH: NI-
AFU-90-3 

10	 at MAlCOM destroy after I year. 
equipment AUTH: NI-AFU-90-3 
mana~ement officer.
11	 at Equipment destroy after notifying 
Management Section, the custodian and all 
Base Supply processing actions are 

complete. AUTH: NI-
AFU-91-28r-:


12 copies used fur sus~ when destroy when all 
request requires approva ve wing actions are complete. 
level. AUTH: NI-AFU-90-3 

13 (RESERVED) (RESERVED)"-
14	 control registers used to assign destroy after 1 year 

numbers to control records during provided no 
processing irregularities exist (see 

table 65-3). AUTH: 
NI-AFU-90-3 

15	 Custodian CNCRL's and approved Custodian at equipment:::: estroy when obsolete 
Authorization/Custo Designation Letters management section 0 erseded. AUTH: 
dian Receipt List Nl- 0-3 
(CAlCRL)/approved 
Custodian 
Designation Letter 

<.

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 

If the records which 

RULE are or oertain to consistlnz of are then 

a Electronic systems electronic records destroy on expiration 

that replace of the retention period . 
temporary hard previously approved 

copy records for the corresponding 
hard copy records 

b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 

requirements 

c clectroruc copies that are destroy aner recornxeepmg 

created using copy has been created and 

electronic mail and 
word processing or 

filed or when no longer needed 
for revision, dissemination, or • 

form filler software reference, whichever is later 
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TABLE 23-6 I 
DEPOT ACCOUNTABLE SUPPLY RECORDS (see note) I 

A B C D 
R 
U 
L If the records are 
E or pertain to consisting of which are then 
T ~.record account cards, listings, directories, messages, destroy 6 months after 

control reco.~	 correspondence assignment notices master file has been 
usee • ish identify, change and updated. AUfH: Nl-
assign a specmc control AFU-90-3 
number to a specific activity 

2 correspondence and messages used for destroy after 1 year (see 
issuing termination notices :1::,,-'1), AUTH: 

Nl-AFU-9u-" 

•
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TABLE 23-6 J 
Continued. Lsee note} I 

A B 
R 
U 
L If the records are 
E or pertain to consistlaa of 

<, air logistics center base stock status reports 
(ALC) supply status 
reporting 

4 llowance/authorizat approved copies which are within 
i change requests established allowance and approval 
and custodian authority is wing level or lower, do not 
reques ceipt require approval under temporary 

authority, miscellaneous allowance 
source codes specified in section a, 
AFIND 10, do not recommend 
changes to allowance documents, and 

~ fur other than requesting
uthorizations 

5 

6 provisioning lists production h preliminary group 
assembly part lists (PGAPL), 
provisioning parts eakdown (PPB), 
recoverable item bre down (RIB), 
and comparable record for future 
procurement use on llow-on 
contracts 

7 

8	 records of comments relative to the availability of 
provisioning data (such as drawings and 
meetings specifications, programming data on 

which provisioning action was based, 
all matters of importance or 
agreements made during the meetings 
and concurrences or comments of 
recipient commands as to the adequacy 
of the provisioning team action) 

9 

10	 information copies 

NOTE: The term "depot"	 as used herein refers to all supply establishments 

C	 D 

which are then 
at supply depots destroy after 3 months. 

AUTH: NI-AFU-90-3 

at Equipment destroy after notifying 
Management Section, the custodian and all 
Base Supply processing actions are 

complete. AUTH: Nl-
AFU-91-28 

at all other supporting	 destroy 1 year after 
activities	 completion of 

provisioning support. , 
AUTH: NI-AFU-90-3 

held by system/end destroy upon receipt of 
article/recoverable contract completion 
item managers at notice. AUTH: 
ALCs GRS3,ITEM3C 

-, 
at all other supporting destroy 1 year after 
activities completion of 

provisioning support. 
AUTH: NI-AFU-90-3 

at H C	 destroy 4 years after 
date of provisioning 
meeting or when no 
longer needed, 
whichever is later. 
AUTH: NI-AFU-90-3 

.t-, 
at SSMlEAIM ALC des~eiPt of
and other supporting contrac completion 
activities statement. UTH: Nl-

AFU-90-3 

destroy when ~~
needed. AUTH: 1-
AFU-90-3 

maintained for the storage and issue of supplies 
for domestic or overseas supply, such as distribution, key, port stock, filler, and reserve depots, and comparable 
establishments in overseas commands. 

zo
• 
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These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C 
If the records which 

RULE are or oertain to censlstinz of are 
a Electronic systems electronic records 

that replace 
temporary hard 
copy records 

b electronic records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retained to meet 
recordkeeping 
requirements 

c blectroruc copies that are 
created using 

- electronic mail and 
word processing or 
form filler software 

D 

then 
destroy on expiration
 
of the retention period
 
previously approved
 
for the corresponding
 
hard copy records
 
destroy when the agency
 
determines that the elec-
tronic records are super-
seded, obsolete, or no long-
er needed for administrative, 
legal, audit, or other opera-
tional purposes 

destroy aner recorcxeepmg 
copy has been created and 
filed or when no longer needed 
for revision, dissemination, or 
reference, whichever is later 

• 
~) 

21 
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TABLE 23-7 I 
USAF ACADEMY SUPPLY MANAGEMENT RECORDS I 

A B C D
 
R
 
U
 
L If the records are
 
E or pertain to consisting of which are then
 

Academic Textbook forms for listing textbook at Cadet Book Store destroy after 1 year, or ~ requirements	 and academic when no longer needed, 
departments whichever is sooner. 

AUTH: NCl-461-82-7 
2 Textbook ~ stock control records at Cadet Store destroy when 

Information Cards superseded or obsolete. 

~ 

r-, AUTH: NCl-461-82-7 
3 USAF Academy at Director of destroy 6 months after forms	 f~cademY

Liaison Officer literature and s rt supplies Admissions date of final 
Supply Request transaction. AUTH: 

NCl-461-82-7 
4	 Personal Property forms for recording personal p~ maintained by destroy 2 months after 

Inventory/Receipt stored for cadets during Basic Cadet :n Logistics termination of the 
and High Value Training and high value property storage period or 2 
Property Inventory stored during break periods; also for months after cadet 

inventorying the personal effect of departs. AUTH: NCl-
departing cadets ~ ~61-82-7 

5 Cadet Uniform	 correspondence, specifications, quality at Cadet Uniform 
assurance reports, and other Quality Control -
documents required to keep a history Division 7 
of each uniform item ~ -

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D
 
If the records which
 

RULE are or pertain to conslstins of are then
 
a Electronic systems electronic records destroy on expiration
 

that replace of the retention period
 
temporary hard previously approved
 
copy records for the corresponding
 

hard copy records 
b	 electronic records destroy when the agency .
 

that supplement determines that the elec-
temporary hard copy tronic records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for administrative,
 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
 
requirements
 

c J:.lectromc copies	 mat are uestroy arter recorcxeepmg
 
created using copy has been created and
 
electronic mail and filed or when no longer needed
 
word processing or for revision, dissemination, or
 
form filler software reference, whichever is later
 

..	 • 
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of which are then 

annotations of action destroy 1 year after 
preinventory location survey and all final action. AUTH: 

of NI-AFU-90-3 
destroy when no longer 
needed. AUTH: Nl-
AFU-90-3 

3	 used to support inventory 

4	 Special Inventory 2 years 
Requests and Related AUTH: NI-AFU-90-3 
Records 

5	 Special Inventory destroy after 1 year 
Requests and Related AUTH: NI-AFU-90-3 
Records 

6	 inventory adjustment standard base supply destroy after 2 years or 
or accountable inventory adjustment listings use:IN:o when no longer needed, 
adjustment records adjust item/detail records balances, whichever is sooner 

processed per AFMAN 23-110, vol II, (See Note). AUTH: 
Part 12 NI-AFU-90-3 

7	 inventory count card, punch cards or location destroy when no longer 
DOD physical validations prepared and accomplished needed, or after 
inventory records, as part of cyclic/special inventory cyclic!special 
base warehouse , whichever is 
locator/inventory	 AUTH: Nl-
count card 

8	 manual forms and cards associated
 
with supply inventory other than
 
standard base
 

NOTE: Records on certain items, listed in AFMAN 23-110, are retained as required by other governing directives. 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D
 
If the records which
 

RULE are or pertain to cons istim! of are then
 
a Electronic systems electronic records destroy on expiration
 

that replace of the retention period 
.
 

temporary hard previously approved
 
copy records for the corresponding
 

hard copy records 
b	 electronic records destroy when the agency
 

that supplement determines that the elec-
temporary hard copy tronic records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for administrative,
 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
 
requirements
 

c nlecrroruc copies	 mar are oestroy arter recoroxeeping
 
created using copy has been created and
 
electronic mail and filed or when no longer needed
 .	 •
word processing or	 for revision, dissemination, or 
form filler software	 reference, whichever is later 
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TABLE 23-9 
STOCK CONTROL AND DISTRIBUTION RECORDS 

A	 B 

H the records are 
consistin of 
credit/debit records, material 
inspection, reports of discrepancies 
(RODs) and receiving reports, DOD 
single line item release/receipt records, 
and records bearing evidence 
(signature, dates, stamps, etc.) of 

Imovement of materiel or partial 
issue 0 ial 

2	 key punche, itten, telephoned, or 
teletyped requisifl 
records 

3 transaction registers	 daily transaction registers pertainin 
to cost category Iand manager review 
items 

I---::-:----:-----:-----:-:--~ 
4 weekly transaction registers pertaining 

to cost cate 0 I II and III items 
5 monthly transaction registers 

C
 

which are 
pertinent to 
accountable-type 
transactions and 
containing valid 
record numbers, but 
are not mechanically 
received for direct 
in ut to the com uter 
data processed and are 
reflected on 
transaction registers 

by ADPE 
and 

accumu 
SSMs, an 
support activities 

D 

then 
destroy after 2 years. 
AUTH: NI-AFU-90-3 

destroy on completion 
of computer processing 
and machine audit. 
AUTH: NI-AFU-90-3 
destroy after 6 months. 
AUTH: NI-AFU-90-3 

•
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TABLE 23-9 I 
Continued. (see note) I 

A 
R 
U 
L If the records are 
E or pertain to 

monthly completed 
requisition listings 

7 c~oeted debit and 
inven adjustment 

1----1 merged . tings 
8 

9	 ADPE 
printouts 

10 

11 

12 

13 PCAM cards and 
listings 

14 

15	 stock balance and 
consumption records 

B	 C D 

consisting of which are then
 
data received, date of action,
 
transportation data, costs, and related
 
correspondence, maintained in record
 
number sequence; used for research
 
and analytical studies by IMs, SSMs,
 
and base support activities 
listings of record numbers, action, weekly merge listings destroy on receipt of 
quantity, site, condition, consignor, monthly merge listings. 
and related records AUTH: NI-AFU-90-3 

monthly merge listings	 destroy after 2 years. 
AUTH: NI-AFU-90-3 

operational printouts for error daily, monthly, and destroy on assurance of 
detection, verification, suspense quarterly listings and computer processing. 
action, negative balances, and other reports for review AUTH: NI-AFU-90-3 

~onaccountable-type actions analysis and corrective 
I -, action~~--------~--------------~ m ement printouts of monthly destroy after I year. 
availa [lity listings, master analysis AUTH: N1-AFU-90-3 
reports, ontrolled exception analysis 
reports, st k control and distribution 
analysis r orts, zero balance 
notifications, other management-
type data 
AFMC listings (car and reports) for monthly listings 
local tenant (off and 0 base) support 
pertaining to completed distribution 
orders, requisition mana ment of 
central and base procureme items, 
transaction occurrence r orts, 
application of asset rep s, 
requirement and inventory statement 
and related records 

~erlY listings	 destroy after 2 years. 
AUTH: N1-AFU-90-3 

cards	 gener ed by activities destroy I year after 
using e PCAM preparation of listings. 
system, an cover the AUTH: NI-AFU-90-3 
information rules 9 

1-:-:-~--~~~---..,.-----4 through 12 
listings and related records destroy after 2 years. 

AUTH: NI-AFU-90-3 
cost category I and II reports, general monthly reports a~ destroy after next 
purpose summary cards, magnetic ALCs and AF orting cycle.
tapes, listings, SSM control system reporting activities A H: NI-AFU-90-3 
files, transmittal sheets, master control 
records, erroneously reported item list, 
asset data, requirements data history 
files, and comparable special reports 
prepared and submitted by SSMs, IMs, 
and base support activities of AMAs to 
collect worldwide AF usage 
(consumption) and asset (inventory) 
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TABLE 23-9 I 
Continued. (see note) I 

A 
R 
U 
L If the records are 
E or pertain to 

16 

17 

18 

19	 supply effectiveness 
reports 

20 

21	 supply support 
control records 

22 

23 

24 

B 

consisting of 
data on which future requirement 
programs may be based and 
centralized control maintained over 
AF centrally procured items 

co and request analysis, initial 
reque actions, processing time, 
adjustm t actions, line item requests, 
receiving ords, pipeline time, depot 
summaries, em status, and other 
management orts, sequenced as 
required for re w, analysis, and 
corrective action 

cards or other records use~or local 
control and suspense 

c 

which	 are 

quarterly reports sent 
to resident auditor 
after submission of 
following quarterly 
report 
1M!ALC consolidated 
reports 

other than rule 17 

atMAJCOMs 

at	 other than 
MAJCOMs 

war readiness materiel 
(WRM) spares and 
spare parts 
requirement card file 

\.. 
"' 
fl~Ong spares
requi ment and 
justific .on file 

marine engin~istOry
 
file
 

government-owned

cylinder records
 

returnable container 
records 

D 

then 

destroy retained copies 
when no longer needed. 
AUTH: NI-AFU-90-3 

destroy requirements 
data history file after 1 
year. AUTH: NI-AFU-
90-3 
destroy after 3 years. 
AUTH: NI-AFU-90-3 
destroy after 5 years. 
AUTH: NI-AFU-90-3 

destroy after 1 year. 
AUTH: NI-AFU-90-3 

destroy when the WRM 
requirement is deleted 
for a specific 
organization or 
replaced by a new 
(change) card. AUTH: 
NI-AFU-90-3 
destroy when depot
maintenance 
requirements no longer 
exist	 for the item. 
AUTH: NI-AFU-90-3 

destroy	 3 months after 
item is dropped from 
base support inventory. 
AUTH: NI-AFU-90-3 

~ year after 
ility for the 

umbered item 
terminated. 

l-AFU-90-3 

destroy	 6 ,~nthS after 
containers ve been 
returned to ven rand 
activity has en 
relieved of prop 
responsibility. AUT . 
NI-AFU-90-3 "-· -2., 

25 
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TABLE 23-9 I 
Continued. (see note) I 

A B C D 
R 
U 
L If the records are 
E or pertain to consistin2 of which are then 
26 and inventory report of principal and destroy after 3 years, or Cllll"'~ 

Secondary item seconoary . _. --'t..rn~ including when no longer needed, 
report stock funds whichever is sooner. ,. ,..,.. .,

~!!. 

NOTE: The term "depot" as used herein refers to all supply establishments maintained for the storage and issue of supplies 
for domestic or overseas supply, such as distribution, key, port stock, filler and reserve depots, and comparable 
establishments in overseas commands. 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D
 
If the records which
 

RULE are or pertain to conslstlnz of are then
 
a Electronic systems	 electronic records destroy on expiration
 

that replace of the retention period
 
temporary hard previously approved
 
copy records for the corresponding
 

hard copy records 
b	 electronic records destroy when the agency
 

that supplement determines that the elec-
temporary hard copy tronic records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for administrative, .
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
 
requirements
 

c
 ~lectromc copies	 mat are destroy arter recoroxeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

• 27
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TABLE 23-10 I 
SUPPLY CONTROL RECORDS I 

A B 
R 
U 
L If the records are 
E or pertain to consisting of 

control and suspense requisitions, shipping 
files requests, shipping 

used for 
~ 

orders, purchase 
records, status 

information andr-. records 
control purposes; do not affect the 
accountable balance, and	 are not filed 
with the stock accounts 

supply reporting ~	 notices, supply
records 

3	 supply reference 
records 

4	 output products 

5	 data services 
operational records 

These three rules (involving 

A 
If the records 

RULE are or pertain to 

a Electronic systems 

b 

blecrroruc copies 

elated data for 
tional purposes; 
dit, and are not 

e 

specifications, SUPPl~ 
publications card indexes, ode 
indexes, equipment lists, and rela 
reference aids 
listings, cards mechanically produced, 
and are not covered elsewhere 

library tapes, service tapes, work tapes, 
program flow charts, punched cards, 
and write-up instructions 

.0
 
C	 D 

which are	 then 

destroy on completion 
of requisition. AUTH: 
NI-AFU-90-3 

destroy after next 
reporting cycle. 
AUTH: NI-AFU-90-3 

at installations	 destroy when 

r-,
 
superseded or obsolete. 
AUTH: NI-AFU-90-3 

<.destroy when 
superseded or no longer 
needed. AUTH: Nl-

~-90-3 

superse obsolete ord~no longer eded. 
AUTH: NI-AFU-9 -

temporary electronic records) apply to all rules in the preceding table: 

B C 
which 

conslstlnz of are 

electronic records 

that replace 
temporary hard 
copy records 

electronic records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retained to meet 
recordkeeping 

requirements 
mat are 
created using 
electronic mail and 
word processing or 
form filler software 

D 

then
 
destroy on expiration
 
of the retention period
 .previously approved
 
for the corresponding
 
hard copy records
 

destroy when the agency
 
determines that the elec-
tronic records are super-
seded, obsolete, or no long-
er needed for administrative,
 
legal, audit, or other opera-
tional purposes
 

cestroy aner recoraxeepmg
 
copy has been created and
 
filed or when no longer needed
 
for revision, dissemination, or 

•reference: whichever is later 

c 
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TABLE 23-11 I
 
EQUIPMENT MANAGEMENT SYSTEM 1
 

A B C D
 

R
 
U
 
L If the records are
 
E or pertain to eonslstlna of which are then
 

1\ organizational minutes of equipment review panels, at MAJCOMs and destroy after 10 years 
records equipment utilization surveys, major subordinate (EXCEPTION: destroy 

comparative analyses, review and commands analysis source material 
evaluation studies, allowance and physical inventory 
document reviews, and related records reports when no longer 

needed). AUTH: NI-
AFU-90-3 

2 at bases destroy after 2 years. 
~ AUTH: NI-AFU-90-3 

3 mechanized cards, tapes and/or destroy 1 month after
reporting l~organizational le listings which reflect equipment superseded. AUTH: 
(ROF) reporting status of each AF NI-AFU-90-3 

[5"tion and wartime additive 
that requires equipment 

u 

4 destroy 1 year afterUSAF~OF 
superseded. AUTH: 
NI-AFU-90-3 

5 (RESERVED) (RESERVED)"-
6 "-
7	 base equipment monthly file report, ~~ listings atBEMO destroy BEMO listings 

master file (BEMF) which are edited and co cted before after 1 year. AUTH: 
submission to CEMO by BE 0	 NI-AFU-90-3 

8 monthly file report, which ~ destroy cards after 
cards and/or tapes which are e . ed corrective actions have 
and corrected before submission been annotated on the 
CEMObyBEMO monthly listing. 

AUTH: NI-AFU-90-3 
9 created under the standard base level destroy after 1 year. 

supply system (UNIVAC 1050-11) and AUTH: NI-AFU-90-3 
used for management and audit 

~JIl1loses 
10 records described in rules 7 and 8, <, destroy • all property 

zero balance registers and records on inactivation 
authorization records used to clear the of an activity or when 
property account when an activity is ~ by the
inactivated	 nder. AUTH: 

U-90-3 
11	 authorization records used for destroy years after 

verification that the property account inactivatio of activity 
has been cleared or 2 years er the 

reports have been 
destroyed. AUTH: 1-
AFU-90-3 

• 
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TABLE 23-11 I 
Continued.	 I 

\ audit trail records document control registers, suspense destroy 1 year after 
document files, completed document completion of action. 
files, and applicable adjustment AUTH: NI-AFU-90-3 
records	 removed from the BEMO for

'" 
updating and showing the audit trail 
stamp 

13 see table 41-4. AUTH:ME~les 
NI-AFU-90-3 

14	 (RESERVED)
~SER~15 

16 
17 
18 register equipme\ vehicle authorization lists used to destroy 1 year after 

management ~inate the specific authorization completion of last 
(REMS) records a given unit or function report. AUTH: NI-

AFU-90-3 

19 (RESERVED) -, (RESERVED) 
20 '\. 
21	 register equipment vehicle ~ and distribution destroy 1 year after 

management records use to distribute vehicles distribution of the 
(REMS) records against vali shortages and are vehicles. AUTH: Nl-

summarized (kin and quantity) AFU-90-3 

22 worldwide master C~OI file at the 1M destroy after 10 years. 
AUTH: NI-AFU-90-3 

23 non-REMS custody receipt listin~ related destroy when 
serialized inventory data used to control serialized superseded. AUTH: 
equipment records equipment NI-AFU-90-3 

24 changes to the basic file destroy when action is 
completed. AUTH:-, 
NI-AFU-90-3 

25	 equipment listings of all base equipment master' destroy 1 year after 
management balance card files indicating out-of-balance superseded. AUTH: 
register (EMBR) conditions between custody receipts NI-AFU-90-3-,

and reportable records 

26	 (RESERVED) '\. (RESERVED) 
27	 warranty or guaranty forms, correspondence, and related destroy after expiration 

records	 records which specify the period of of the 
time a warranty or guaranty item may warranty/guaranty 
receive free parts replacement and/or period. AUTH: NI-
maintenance service AFU-90-3
 

28 (RESERVED) -, (RESERVED)
 
-. 

29	 -,30 
31	 equipment machine-punched cards, listings, des y 1 year after 

management reports, supply support reports, and action' completed or 1 
redistribution orders comparable-type reports relating to year a r equipment 
(RDOs), transfers equipment surveillance, control, has been eturned to 
and loans identification, changes, accounting, original base. AUTH: 

redistribution, monetary obligations, NI-AFU-90-3 
vehicles authorizations lists, etc. 

32 personal clothing personal clothing and equipment at EMOIBEMO and destroy when bala~ 
and equipment record and comparable forms used for balances are are transferred to a ne 

• 
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TABLE 23-11 

personal clothing and transferred to a new form. AUTH: Nl-
form AFU-90-3 

signed certificate destroy when a joint 
satisfactory inventory 
and signed certificate is 
accomplished between 

. the individual and the 
servicing EMOIBEMO. 
AUTH: NI-AFU-90-3 

34 originals at EMOIBEMO and sent to MPF In & Out 
individual is Processing Unit for 
reassigned permanent disposition per AFI 36-
change of station 2608 (see table 36-12, 

rule 1 and 1.1). 
AUTH: NI-AFU-90-3 

35 the losing EMOIBEMO 
destroys 6 months after 
the original has been 
forwarded (rule 34). 
AUTH: NI-AFU-90-3 

36 signed copy at EMOIBEMO and send to MPF 
individual is Reenlistment & 
discharged, released Separation Unit for 
from active duty, or disposition per AFI 36-
personal retention 2608 (see table 36-12, 
requirement is rule 1). AUTH: Nl-
terminated AFU-90-3 

37 originals retained by individual destroy 6 months after 
uipment function turn in of all 

events in rule 36 equipment. AUTH: 
NI-AFU-90-3 

38 equipment record for emergency destroy when items are 
deployment pertinent to cost category returned. to the 
II items custodian. AUTH: Nl-

AFU-90-3 

39 registers of expendable and at destroy 90 days after 
nonexpendable, nonreturnable items date of last entry. 

AUTH: NI-AFU-90-3 

40 equipment custodian Custodian Authorization/Custody custodian copies stroy superseded 
file Receipt Listing (CNCRL); weapons ial once updated 

serial number listing; copies of and/or 
approved custodian requests for weapons erial number 
equipment, receipts and other records listings ve been 
which affect the CNCRL balance and received, exa ined and 
daily document register (D04) all outstanding ctions 

have been verifie 
com lete. AUTH: 
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Continued. . 

custodian request log; information file destroy when all 
on office machines; temporary issue outstanding actions are 
receipts; requests for purchase; complete and records 
warranty/guarantee records; are no longer needed. 
adjustment records; records pertaining AUTH: NI-AFU-90-30 
to inventory actions, that is, 
government property lost or damaged 
(GPLD), and reports of survey, etc.; 
r rds relating to the request to base 
suppl activities for training 
equipmen, otification of action taken 
on request, an tum of equipment to 
base supply including 
issue/tum-in slips related 
correspondence; approved 
request for office furniture 
require approval by the 
commander 

42 suspense copies of custodian hold with supporting 
requests/receipts record until all action is 

43 (RESERVED) 
44 
45 
46 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or pertain to consistin!! of are then 
a Electronic systems electronic records destroy on expiration
 

that replace of the retention period .

temporary hard previously approved
 
copy records for the corresponding
 

hard copy records 
b	 electronic records destroy when the agency
 

that supplement determines that the elec-
temporary hard copy tronic records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for administrative,
 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
 
requirements
 

c J:!.lectroruccopies	 mat are destroy alter recornxeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or •
form filler software	 reference, whichever is later 
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------ ---------------

.
TABLE 23-12 1 
MATERIEL UTILIZATION PROGRAM RECORDS I 

A B C D 

R 
U 
L If the records are 
E or pertain to consisting of which are then 

requirement and summary products at the materiel destroy after 2 years.~ 
~ta registered utilization control AUTH: NI-AFU-90-3 

in the D06 s" office (MUCO) 
2 ~ ·-tem master record in destroy after 1 year . 

National Stock •t. _sequence AUTH: NI-AFU-90-3 

3 excess item data high dollar excess items destroy after 6 months. 
AUTH: NI-AFU-90-3 

4 excess summary products ~y after 2 years. 

~~ 
5 excess action list 

•
 



e
AFMAN 37-139' i March'1996	 

e. 141 

TABLE 23-12 I 
Continued, I 

A 

R 
U 
L If the records are 
E or pertain to 

'\.6

" 8 

9 

10 

11 excesses availa~~ 
Defense Prope 
Disposal activities 

12 

13 materiel utilization 
reports 

14 excess item 
transaction data 

15 Reclamation 
Program 

16	 excess contractor 
inventory 
(production contracts 
only) 

17 component item 
screening 

18 004910067 reject 
listing 

19	 004910067 buy 
item component 
availability listing 

20	 government 
furnished aerospace 
equipment (GFAE) 
project folders 

21	 government 
furnished materiel 
(GFM) project 
folders 

B 

consisting of 
status of excess 

excess review listings 

excess record deletion listing 

documentation in rules 7 and 8 

interrogations 

referrals 

-, 
all -, 
0050	 syst~onthlY summary of 
excess item tr fers 

products from 067 and other 
systems interface to facilitate 
reclamation processe reports of 
reclamation schedule status, 
condemned/not found , and 
completed save lists 

inventory schedules, transm~ 
correspondence and corresponden 
applicable to individual plant 
clearance cases containing excess 
production contractor inventory 
property 

product from 004910067 interface to 
facilitate component item screening 

government furnished materiel items 
that failed screening criteria or no 
match on 0049 system 

component items that meetthe criteria 
for offering as government furnished 
materiel 
AFMC forms on initial GFAE support 
request, GFAE spares, spare parts and 
equipment requirements 

data by end item including list of 
components to be supplied as GFM 

C	 D 

which are then 

destroy after 1 year. 
AUTH: NI-AFU-90-3 

destroy after purpose 
served. AUTH: NI-
AFU-90-3 

at the AF item destroy after 6 months. 
manager's office AUTH: NI-AFU-90-3 

destroy after 1 year. 
AUTH: NI-AFU-90-3 

destroy after 6 months. 
AUTH: NI-AFU-90-3 

attheMUCO	 destroy after 2 years. 
AUTH: NI-AFU-90-3 

destroy after 1 year. 
AUTH: NI-AFU-90-3 

at the MUCO, system destroy after 2 years. 
manager/inventory AUTH: NI-AFU-90-3 
manager office 

destroy !lfter 1 year. 
AUTH: NI-AFU-90-3 

at the MUCO "" 

at the MUCO, system" 
manager/inventory -,
manager office 

at the MUCO destr after 2 years. 
AUTH: l-AFU-90-3 

.
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TABLE 23-12 J 
Continued. 

R 
U 
L 
E 

~2 

2~ 

24 

25 

26 

27 

28 

29 

30 

31 

32 

33 

I 
A B	 C D 

If the records are 
or pertain to conslstlna of which are then 
GF AE reject reports monthly report of items being rejected destroy after 1 year. 

by contractors AUTH: NI-AFU-90-3 
D034 products list of items in the MUCO account and 

used for inventory adjustment 
vemment-owned copies of contracts, amendments, and at the MUCO, destroy after 2 years. 

spe ial storage agreements inventory AUTH: NI-AFU-90-3 
tool in pecial test manager/system 
equip me (ST/STE) 
and special ling 
test equipment 
management syst 
(STTEMS) (COI7) 

destroy when ~istings superseded or entered 
into C017. AUTH: 
NI-AFU-90-3 
destroy I year after screening ~sting 
completion of review. 
AUTH: NI-AFU-90-3 
destroy when validated keyp~ch source rec~
 

-,
 
exceptions by receipt of a
 

transaction list.
 
AUTH: NI-AFU-90-3
 

transaction lists	 destroy 3 months after 
date of processing. 
AUTH: NI-AFU-90-3 

ST/STE shipping list other than destroy when ST/STE 
disposal is returned to storage 

site. AUTH: NI-AFU-
90-3 

ST/STE shipping list for disposal	 destroy when ST/STE 
record is deleted from 
system. AUTH: NI-
AFU-90-"3 

ST/STE transaction registers ~? after 2 years.
H: NI-AFU-90-3 

interrogation replies 
superse d or no longer 
needed,~~ w . hever is 
sooner. A : NI-
AFU-90-3 

validated file establish printouts	 destroy after 2 ye~~
AUTH: NI-AFU-90-3 

3S 
• 
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These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C 
If the records which 

RULE are or pertain to consisting of are 
a Electronic systems electronic records 

that replace 
temporary hard 
copy records 

b electronic records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retained to meet 
recordkeeping 
requirements 

c clecrroruc copies mat are 
created using 
electronic mail and ~ word processing or 
form filler software 

D 

then
 
destroy on expiration
 
of the retention period
 
previously approved
 
for the corresponding
 
hard copy records
 
destroy when the agency
 
determines that the elec-
tronic records are super-
seded, obsolete, or no long-
er needed for administrative, 
legal, audit, or other opera-
tional purposes 

destfoylUferrecorOKeeptng 
copy has been created and 
filed or when no longer needed 
for revision, dissemination, or 
reference, whichever is later 

•
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TABLE 23-13 

STRATEGIC AND CRITICAL MATERIALS RECORDS 

A B C D 

If the records are 
consistin of which are then 

requisitions by Administrator of destroy after 12 years. 
Export Control, requisitions by Office AUTH: NI-AFU-90-3 
of Export Control, and correspondence 
on the seizure and shipment of 
materials related to requisitions issued 
by the government ordering seizure of 

in materials as necessary to the 
gov ent, and directing shipment of 
the mate to s ecified destinations 

2 strategic and critical voucher files . coming tallies and destroy 2 years after 
materials program manual stock recor ards), shipping final out-shipment of 
records instructions, receiving r materials, provided 

of materials on hand, tory GSA is furnished a list 
reports, and related corresponde of the records to be 
incident to storage, security, and destroyed 90 days 
maintenance of strategic and critical before destruction date 
materials on military reservations so that GSA can verify 
pursuant to Public Law 520, 79th the adequacy of their 
Congress records. If no objection 

.sposal of records is 
indi within the 90-
day peri , estroy the 
records. A . Nl-
AFU-90-3 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or oertain to conslstlnz, of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b	 electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping . tional purposes 
requirements 

c J:.lectroruc copies	 mat are aestroy arter recoroxeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or • 
form filler software reference, whichever is later 
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TABLE 23-14 I 
SPECIAL PROGRAMIPROJECT RECORDS I 

A B C D
 

R
 
U
 
L H the records	 are 
E or pertain to	 eenslstlne of which are then 

K 
requisitioning requisitions, shipping orders, and at MAJCOMs in destroy after 2 years. 

related correspondence from ANG, connection with AUfH: NI-AFU-90-3 
State Guard, and AFROTC approving and 
organizations transmitting supply 

requisitions to supply 
activitiesr-. 

2 directive memoranda, shipping tickets, at HQ AFMCILM destroy 90 days afterSUPPIYd~
special .ect item	 listings, backorder files (item deadline date. AUfH: 
records card),	 case and item files, tabulated NI-AFU-90-3 

~.	 and related
pertinent to integrated 

AF supplies and 
support special 

ts 

3	 at other than HQ destroy 6 months after 

-.
AFMCILM cancellation notice has
 
been issued by the
 
monitoring activity.
 
AUfH: NI-AFU-90-3 

4 logistics orders register of LOs numbers at HQ 1035th destroy 3 years after 
(LOs) hnical Operations closeout. AUfH: NI-"

Gro	 AFU-90-3 
5	 numbered LOs, listings of equipment
 

and supplies, LO amendments, and
 
related correspondence originated and
 
used to direct and control shipments of
 
organizational resources to specified
 
locations	 <, 

5.01	 at 
squadron/detachments	 closeout. UfH: NI-

AFU-90-3 . 
6 monthly LOs status reports	 at activities in rules 4
 

and 5.1 above
 ~ 

•
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These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or oertain to eonslstinz of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

c Electroruc copies tnat are aestroy aner recoroxeepmg 
created using copy has been created and 

-- electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

..
 

•
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TABLE 23-15 

ENGINEERING DATA DISTRIBUTION AND CONTROL RECORDS 

.0
 
A B C D 

If the records are 
consistin of which are then 

copies of microfilm copies of form 2 and 3 at USAF engineering destroy after related 
o . I engineering specifications, standards, exhibits, data repositories system, subsystem or 
records . ing to parts lists, indexes, related information equipment is removed 
missile, aeronau and form 1, 2, 3, dimensioned from active AF 
nonaeronautical . eering drawings inventory, or 12 years 
systems, subsystems after the last related 
or equipment system, subsystem or 

equipment is purchased 
(delivered and accepted 
by the AF), whichever 
is later (See Note 1). 
AUTH: NI-AFU-90-3 

copies of form 1, 2, 3 undimensioned 
engineering drawings on stable base 
material 

40
 

•
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TABLE 23-15 I 
Continued. I 

A B c D 

R 
U 
L If the records are 
E or pertain to consisting of which are then 

originals of official form 2 and 3 specifications, standards, at AF design activities destroy 35 workdays 
engineering records exhibits, parts lists and form 1 on which approved after date of weekly 
(except category II dimensioned engineering drawings changes are recorded activity report 
modifications) announcing the 

drawing as inactive, 
provided a microfilm 
copy is on file at 
AF ALDIPTD (See Note 
1). AUfH: NI-AFU-
90-3 

4 form 1 undimensioned engineering destroy after related 
drawings (See Note 2) system, subsystem or 

equipment is removed 
from active AF 
inventory, or 12 years 
after the last related 
system, subsystem or 
equipment is purchased 
(delivered and accepted 
by the AF), whichever 

information copies of '" at base EDSCs 
engineering 
drawings 

6	 preliminary 
experimental 
engineering 
drawings 

7	 category 
modification 
drawings 

8	 engineering 
authorization 

"	 reference files 

~ 
and	 drawings prepared by AF or contractor 

II	 missile, aeronautical engineering
 
drawings, specifications prepared by
 
AFMC activities
 

data AF Forms 1147 and 1149 and related 
to forms 

receive, requisition 
and invoice/shipping 
document, and 
request for data 
forms 

is later (See Note 1). 
AUfH: NI-AFU-90-3 

and in	 destroy when 
superseded, obsolete, 
inactive, or when no 
longer needed, 
whichever is sooner 
(See Note 1). AUfH: 
NI-AFU-90-3 

see table 61-2. AUfH: 
NI-AFU-90-3 

" see table 20-2. AUfH: 
K.AFU-90-3 

destr when obsolete, 
superse or no 
longer nee AUfH: 
NI-AFU-90-3 

NOTE(S): 
I. Destroy all paper prints and microfilm reproductions in both reel and card form in any manner that will render the 

documentation useless (see AFI 37-138, chapter 3). (EXCEPTION: AFMC will transfer the microfilm record copy of 

· .4-' 
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inactive or obsolete engineering data on aircraft to the Air Force Museum after retention periods specified above have 
expired. The Air Force Museum will not release or disclose any data outside the government for which the ownership has 
been transferred to that organization, and is responsible for any reproduction of the data. The Air Force Museum will insure 
protection of any proprietary data in accordance with AFI 37-131 and will so inform any other government agency that is 
provided data by the Air Force Museum of the government agency's responsibility to protect such data.) 
2. The AF record copy of undimensioned drawings will be retained in their original format and not reduced to microfilm or 
other miniaturization procedures. 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or nertain to eonslstlna of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

c Electronrc copies tfiarare oestroy arter recornkeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

•
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TABLE 23-16 I
 
AIRCRAFIIMISSILE STATISTICAL AND HISTORICAL RECORDS J
 

A B C D
 

R
 
U
 
L If the records are
 
E or pertain to conslsting of which are then
 

aircraft statistics cards, listings, reports, gain and loss at HQ AFMC and destroy when no longer 
~ data, serial numbers, inventory other AFMC activities needed. AUTH: Nl-

AFU-90-3 

2 at HQ USAF destroy when no longer 
~ needed or after 4 years, 

whichever is later. 
AUTH: NI-AFU-90-3 ~ 

3 subsidiary reports	 destroy when no longer 
needed or after 6 
months, whichever is ------r-.; sooner. AUTH: Nl-
AFU-90-3
 

4 individual master cards used to account for all at HQAFMC
 ...............
 

aircraft/missile/dron aircraft/missiles/drones, and which . 
e historical cards reflect all changes while in the AF -

inventory ~ 

NOTE: Transfer to the National Archives in 5-year blocks when most recent document is 25 years old. 

These three rules (involving temporary electronic records) apply to all rules in the preceding table, with the 
exception that rules "a", "b", and "c" do not apply to rule 4: 

A B C D
 
If the records which
 

RULE are or nertaln to conslstlnn of are then
 
a Electronic systems	 electronic records destroy on expiration
 

that replace of the retention period
 
temporary hard previously approved
 
copy records for the corresponding
 

hard copy records 
b	 electronic records destroy when the agency
 

that supplement determines that the elec-
temporary hard copy tronic records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for administrative,
 
are retained to meet legal, audit, or other opera-
recorclkeeping tional purposes
 
requirements 

c . mectromc copies	 mat are aestroy arter recorokeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

43 
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TABLE 23-17 
STORAGE AND WAREHOUSING RECORDS 

.0
 
A B C D 

If the records are 
consistin of which are then 
leases or rental agreements for storage destroy in accordance 
facilities, and supplemental with table 64-1. 
agreements thereto; storage building AUTH: NI-AFU-90-3 
plans and plots; contracts for 

~""''''''''''ercial storage services (such as
 
garage, g and storage space for
0 

administrative cles, commercial0 

cold storage, storage er than
 
railroad yards, commercial war
 
closed storage service, and railroad
 
ground storage yards); change orders,
 
supplemental agreements, and delivery
 
orders for storage services, bills for
 
services, payment vouchers, and
 
related records
 

•
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TABLE 23-17 I 
Continued. I 

A B C D 
R 
U 
L If the records are 
E or pertain to conslstlng, of which are then 

"" 
warehouse 
and layout 

planning diagrams for warehouse, shed, open 
storage space or comparable records 

destroy when 
superseded or obsolete. 
AUTH: NI-AFU-90-3 

3 ocator records space control sheets, location sheets, 
location cards, bin tags, and other 
records which are a part of the 
location system for supplies and 
equipment, or used as a check of 

4 warehouse rec~ 

inventory of stock location 

copies of shipping documents, car 
arrival reports, tallies, or other 
comparable records used for car '5assigning labor and 

t, unloading of supplies, or 

destroy 3 months after 
receipt of shipment. 
AUTH: NI-AFU-90-3 

urposes connected with the 
supplies at depot warehouses 

5 warehouse shipping copies ofr rds used for picking, at depot warehouses destroy 3 months after 
packing and ding stock for shipment. AUTH: Nl-
shipment (such shipping AFU-90-3 
documents, tallies, orts of outbound 
freight cars, work ass! ment sheets, 
stock or packing tags) 

6 labor and equipment 
for warehousing 

work assignment shoe". w~ 
reports of the operation of mat .als-

destroy after 6 months. 
AUTH: NI-AFU-90-3 

activities handling equipment; daily work 
reports showing such information as 
date, shift, cars or trucks loaded or 
unloaded 

7 storage control voucher assignment registers, shipping destroy after 3 years. 
registers control registers, tally number AUTH: NI-AFU-90-3 

registers, and comparable devices ~ 
8 storage reporting storage space and occupancy reports atMAJCO~ 

9 depot space and operating 
monthly materiel-handling 

reports, 
reports, or 

at ~u~dinate 
activities 

~ destroyafter 1 year. 
AUTH: NI-AFU-90-3 

comparable reports relating to overall 
storage operation which are made to 
higher headquarters " 10 special weapons site plans showing type and location of at bases and 

storage facilities storage and maintenance facilities at intermediate de~supers ed. AUTH: 
report AF bases for atomic, radiological and headquarters NI-AF - -3 

biological weapons 

11 aircraft-installed 
equipment storage 

inventory records of aircraft-installed 
equipment which the aircraft 

at EMOsIBEMOs 
destroy on ""'~ item from storage. 

maintenance officer has determined is AUTH: NI-AFU-90-
used infrequently ts 

• 
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These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A	 B C D 
If the records which
 

RULE are or nertaln to consistinz of are then
 
a Electronic systems electronic records destroy on expiration
 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b	 electronic records destroy when the agency
 

that supplement determines that the elec-
temporary hard copy tronic records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for administrative,
 
are retained to meet legal, audit, or other opera-
recorcikeeping tional purposes
 
requirements
 

zrecrroruc copies	 mat are aeSIr0Yarter recorokeeping 
created using copy has been created and 
electronic mail and filed or when no longer needed -- word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

.. 

• 
" 
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TABLE 23-18 I 
FUELS, PROPELLANTS, AND CHEMICAL RECORDS (NOTES 1 AND 2) .1 

A B C D 

R 
U 
L H the records are 

'\
E or pertain to eonslstlng of which are then 

Aviation fuel, and fuels ADPE output including receipt, at base fuels activities destroy after 1 year if 
fuel ground products storage, issue, inventory item not being retained as 

accounting documents and access	 supporting records for 
control logs. Local purchase other reports; destroy 
orders/receipts requirements simultaneously with 
forecasting supported record. 

AUTH: NI-AFU-88-1S 

2 orders placed from contract sources destroy 6 years and 3 
and corresponding receipts	 months after expiration 

date of the contract. 
AUTH: NI-AFU-88-1S 

3 operating loss analysis plus supporting destroy after 3 years. 
N'ecords AUTH: NI-AFU-88-1S 

4 'ly fuels request and servicing logs	 destroy after 1 year 
unless being used to 
determine/compute 
refueler/manpower 
requirements; maintain 
for 1 additional year. 
AUTH: NI-AFU-88-1S 

-, 
5 quality control spot ~ks destroy after 6 months. 

AUTH: NI-AFU-88-1S 

6 quality control inspectio~rts destroy after 1 year. 
AUTH: NI-AFU-88-1S 

7 identaplates destroy when replaced 
or when no longer 
needed. AUTH: Nl-
AFU-88-1S 

8	 reports and records concerning fuel destroy after 1 year or 
storagelhandling capability, planned in accordance with 
facility/equipment changes, darilage local statutes. AUTH: 
assessment/repair, fuel support plans, NI-AFU-88-1S 
plan assessment records -.
 

9 energy conservation computer reports, analysis data	 destroy when no longerat all levels '" 
needed. AUTH: Nl-
AFU-88-1S 

10 aviation fuel and oil certificates of tax exemption furnished at base fuels activit~ destroy after 3 years. 
sales by contract, charter and civil aircraft and SA-ALe ~-AFU_88_15

operations 

11 missile propellant propellant requirements forecasts, at all levels 
and pressurant reports 
forecasts 

12 liquid 
supervisor 

fuels 
records 

physical 
certificate 

profile serial report, 
of competency, request for 

at requesting and 
approving activities destroy ~ recertification or 

certification/recertification and ineligibility of 
approval individual. A : 

NI-AFU-88-1S 
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TABLE 23-18 I 
Continued, (Notes 1 and 2) I 

A B C D 

R 
U
 
L If the records are or
 
E pertain to consisting or which are then
 

cryogenics plants and plant operating and maintenance at all level of destroy after I year or 
tank records records, system status records, activities as directed by item 

~ cryogenics tank records	 manager. AUTH: NI-
AFU-88-15 

14 inspec n records records of inspection of permanently at base fuels activities destroy after 3 years 
installed base fuel storage systems	 or longer if required 

for state or local 
environmental 
requirements. AUTH: 

r-,	 NI-AFU-88-15 

15 test records la atory test reports	 destroy after 6 months 
(retain when 
supporting deviations; 
destroy when 
deviation is 
corrected.) . AUTH: 
NI-AFU-88-15 

16 at area laboratories	 destroy after I year. 
AUTH: NI-AFU-88-

r-. 

r-, IS 

17 construction project theater airfield capability and see table 32-15, rule 4. 
proposals construction data AUTH: NI-AFU-88-

IS 

18 local support organization fuel tank records, fuel destroy when 
servicing records, etc. superseded, or upon 

oval or 
rep ement of the 
fuel ta AUTH:NI-
AFU-93-19 

19 records not covered tabulations, summaries, etc. at all levels 
elsewhere 

NOTE(S): 
I. Records in this table include hard copy records and computer	 disks. 
2. All references to year are fiscal year. 

•
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c 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D
 
If the records which
 

RULE are or pertain to conslstlna of are then
 
a Electronic systems electronic records destroy on expiration
 

that replace of the retention period
 
temporary hard previously approved
 
copy records for the corresponding
 

hard copy records 
b	 electronic records destroy when the agency
 

that supplement determines that the elec-
temporary hard copy tronic records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for administrative,
 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
 
requirements
 

ctectroruc copies	 mat are destroy aner recoroxeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed--..... word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

..
 

• 
", 
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TABLE 23-19 I 
PROPULSION AND GAS TURBINE POWER PLANT RECORDS 

A B C D 

R 
U 
L If the records are 
E or pertain to consistin~ of which are then 

propulsion debit/credit records, master tape, at Oklahoma City Air cut off on loss of engine 
centralized reports, stock record accounts, DoD Logistics Center (OC· by exchange, transfer, 

~ accounting single line item release/receipt records, ALC) for the AFJ2031 donation or sale and 
materiel inspection, and receiving accounts', for as long determination of 
report as the engine is in the property accountability; 

AF inventory hold 2 years and 
destroy (EXCEPTION: 
supporting records 
reflecting disposition of 
propulsion units 
terminate from the 
central account are 
destroyed 12 years after 
the engine has been 
dropped from the AF 
inventory; the Central 
Account will retain 
gain and loss 
information for 12 
years after the TM 
engine has been 
terminated from the Air 
Force inventory). 
AUTH: Nl·AFU·90·3 

2 engine status report the engine destroy after 1 year or 
at the when no longer needed, 

ctivity whichever is sooner. 
AUTH: Nl·AFU·90·3 

3 at activitie~porting destroy 30 days after 
to the base ngine submission of the 
manager succeeding report. 

AUTH: Nl·AFU·90·3 
4 engine reporting semiannual 

reclamation 
aircraft 

and rework/repair 
engine 

report 
at HQ AFMC ~ years after 

are dropped 
inventory. 

·AFU·90·3 
5 at other than HQ destroy aft~year or 

AFMC when no longe eeded, 
whichever is s er. 
AUTH: Nl·AFU·90· 

•
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TABLE 23-19 

Continued. 
A B C D 

R 
U 
L IT the records are 
E or ertain to consistin of which are then 

6 requirements/inventory analysis report prepared by Engine destroy 3 years after 
(RlAR) (aircraft/missiles) Inventory ~anager close of the buying 

ALC and submitted to year. AUTH: NI-AFU-
HQ AF~C and HQ 90-3 
USAF semiannually 
on completion of 
requirements and 
overhaul com utation 

7 consolidated at HQ destroy 12 years after 
AF~C the engines are dropped 

from AF inventory. 
AUTH: NI-AFU-90-3 

8 at other than HQ destroy after 2 years or 
AF~C when superseded, 

whichever is sooner. 
AUTH: NI-AFU-90-3 

9 (RESERVED) ~ ---1 (RESERVED) 
10 
11 worldwide engine inventory summary destroy 12 years after 

report the engines are dropped 
from AF inventory. 
AUTH: NI-AFU-90-3 

series 

12 at other than HQ 
USAF and HQ AF~C 

whichever is er. 
AUTH: NI-AFU-90-

51
 
•
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These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
RULE If the records are consisting of which are then 

or pertain to 

a Electronic electronic records that destroy on expiration of the 
systems replace temporary hard retention period previously 

copy records approved for the 
corresponding hard copy 
records 

b electronic records that destroy when the agency 
supplement temporary hard determines that the 
copy records where the electronic records are 
hard copy records are superseded, obsolete, or no 
retained to meet longer needed for 
recordkeeping requirements administrative, legal, audit, 

or other operational 
purposes 

C Electronic copies that are created using destroy after recordkeeping 
electronic mail and word copy has been created and 
processing or form filler filed or when no longer 
software needed for revision, 

dissemination, or reference, 
whichever is later. 

•
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TABLE 23-20 I
 
PRECIOUS METALS RECOVERY PROGRAM I
 

A B C D
 

R
 

--
U	 

-~ 

L If the records are 
E or pertain to consisting of which are then 
~ 1"""~10Ir use forms, reports, logs, accountability at HQ destroy after 2 years. 

of precious ...~ ..1 rnrrespondence USAFIMAJCOMslmaj AUTH: NI-AFU-90-3 ~ 
or subordinate~ 

,J, 

2	 below ..1, after I year. 
subordinate commands AUlt1: 1'.,- "" 'l 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A	 B C D 
If the records which
 

RULE are or pertain to conslstinz of are then
 
a Electronic systems electronic records destroy on expiration
 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b	 electronic records destroy when the agency
 

that supplement determines that the elec-
temporary hard copy tronic records are super-

, records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes . 
requirements 

c nrecrromc copies	 mat are destroy aner recornkeepmg
 
created using copy has been created and
 
electronic mail and filed or when no longer needed'
 
word processing or for revision, dissemination, or
 
form filler software reference, whichever is later
 

•
 

53 
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MATEWELPROCUREMENTPROG~CONTROLRECORDS
 

A' B	 c D 

IT the records are 
consistin of which are 

Three-year program direction of every at HQ USAF, HQ 
line item within the Other AFMC and HQ AFIC 
Procurement Appropriations allocated 
by Congress for that particular fiscal 

2 directives, 
status reports, 
contractual 
maintenance 
re uirement data 

3 status reports and 
related data 

then 

destroy 2 years after the 
last year for which the 
funds are available for 
obligation. AUTH: Nl-
AFU-87-33 

destroy 3 years after 
completion of 
obligations covered by 
the buying program. 
AUTH: NI-AFU-90-3 

after 
of the 

or 90 days 
superseded, 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D
 

If the records which
 

RULE are or oertain to conslstlns of are then
 

a Electronic systems electronic records destroy on expiration
 

that replace of the retention period
 

temporary hard previously approved
 

copy records for the corresponding
 
hard copy records 

b	 electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long- . 
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping . tional purposes 

requirements 

1:.lectroruc copies	 mat are cestroy aner recorcxeepmg 

created using copy has been created and 

electronic mail and filed or when no longer needed 

word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

•
 

c 
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TABLE 23-22 I
 
CATALOGING RECORDS
 

A B C D
 

R
 
U
 
L H the records are 
E or pertain to consistine: of which are then 

cataloging data Federal Supply Catalog item destroy when 
identification cards! AF Stock Number superseded or obsolete.~ 
File, alphanumeric file, and Federal AUTH: Nl-AFU-90-3 
Supply Catalog/National Stock 
Number file 

2 ~ number file, detail 
Item Number (NIIN) 

file, trailer car~fi1e, and trailer 
card National Stock'; -'- file 

3 similar or related records ............... 
4 cataloging control IBM listings destroy after 1 year. 

~ 

-r-; AUTH: Nl-AFU-90-3 

5 card files ............... --..6 copy of status equipment records
 

7 government acceptance record of
 
contractor-prepared item identification
 

8 ~
similar or related records 

•
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TABLE 23-22 I 
Continued. I 

A B C D 
R 
U
 
L If the records are
 
E or pertain to consisting of which are then
 

item descriptions of AF item identification and destroy when 
electric or electronic nomenclature cards prepared by information is 

~ equipment JCENS in Washington, DC	 incorporated into 
Federal Supply Catalog 
items identification 
card. AUTH: NI-AFU-
90-3 

10 similar or related records	 destroy when item is 
obsolete. AUTH: NI-
AFU-90-3 

11 listings in car~ all items used by the Federal destroy when 
book form Government which contain item superseded or obsolete. 

AUTH: NI-AFU-90-3 ~on; National Stock Number 
iption data; logistics item 

Federal Supply Catalogs, 
nd codes; and similar or 
ords 

12 source material Federal ~ Catalog items
 
identification ard, facsimile cards,
 
and other cards
 

13 visible file indexes~
 
14
 similar or related ~ the 

AF stock list and s ly catalog 
system which reflect d make 
available in book form Feder Supply 
Catalog System items used by t AF 

15 stock list control data	 destroy on completion-, of punch card operation 
and subsequent 
verification. AUTH: 

-, NI-AFU-90-3 
16 cataloging manuscript destroy on completion 

of necessary file panels. 

1'\ 
AUTH: NI-AFU-90-3 

17 Cataloging Project letters of transmittals, minutes of -,destroy 2 years after all 
Files	 conferences, correspondence actions • have been 

pertaining to the Federal Supply completed AUTH: Nl-
Catalog program, and other related AFU-90-49 
records "-18	 request for AF stock list data or ~ months after
comparable forms s have been 

AUTH: 
0-3 

19 cataloging reports at requesting activity destroy a~. year. 
AUTH: Nl- -90-3 

20 at preparing and/or destroy 6 mon~ 
intermediate activities supersession. A H: 

NI-AFU-90-3 

" 

•
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These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 

If the records which 
RULE are or pertain to consistin2 of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

c blecU'oruc copies mat are nestroy aner recoroxeepmg 
created using copy has been created and 

--. 
electronic mail and 
word processing or 

filed or when no longer needed 
for revision, dissemination, or 

form filler software reference, whichever is later 

.
.
 

. --, 
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TABLE 23-23 I A-wr>
C;;ontinaed. M 

A 

R 
U 
L 
E 

If the records 
or pertain to 
reports of 
case files 

su

are 

rvey 

~ 

2 

3 

4 

5 

6	 reports of survey 
registers 

7	 GAO notices 

No,I c£,,5 
'/of	 f'X-Cf.,"(ldN 

B 

consisting of 
reports of survey, records used in lieu 
of, and correspondence pertaining to, 
lost, damaged, or destroyed 
government-owned or leased property; 
investigations and reviews of facts and 
circumstances involved, assessment of 
financial liability and actions on 
waivers and appeals thereof; actions 
taken on debts resulting from 
assessments 

§opies of reports of survey,
ed in lieu thereof, and 
espondence and supporting 

ds 

retained c~ of survey
used to suppo upply system stocks 
inventory adjustrri t	 vouchers or 
adjustments to in- accountable 
property record items 

retained copies of reports Ofa 
records used in lieu thereof perta .ng 
to damage to Air Force motor vehicle 

retained copies of reports of survey 
and related correspondence used to 
support assessment of financial 
liability 

form registers and comparable forms 
that provide a complete record of each 
report of survey 

notices of exceptions that are issued by 
GAO against disbursement activities 
of financial services officers charged 
with appropriated funds 

J'March J996 

,.. 
RFGo(tbS 

/' f tVo Z,/; G7flJ ~ 

C D 

which are then 
at the report of survey destroy 6 years after 
(ROS) Program final action by the 
Manager's office	 appointing or 

approving authority. 
AUTH: NI-AFU-90-3 

at preparing activities	 destroy 2 years after 
initiation. AUTH: Nl-
AFU-90-3 

at supply accountable destroy 2 years from 
offices the date of adjustment. 

AUTH: NI-AFU-90-3 

at transportation destroy per table 24-3. 
offices and in unit AUTH: NI-AFU-90-3 
vehicle control officer 

Niles 
destroy 1 year after 

a~cesoffice SOs)	 assessment has been 
collected, or financial 
liability is voided. 
AUTH: NI-AFU-90-3 -, destroy 1 year after 

~ction ison all entries 
ated register. 
-AFU-90-3 

destroy I~ 
exception ha been 
cleared by O. 
AUTH: NI-AFU-90-3 , 

•
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These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or oertain to conslstinz of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

c ~lectromc copies mat are destroy aner recornkeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 
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24. Transportation. These tables cover records relating to all aspects of Air Force transportation. 

TABLE 24-1 

A
R 

B c
 D 

U
L 
E 

If the records are 
or ertain to consistin of which are then 

1 Appointment of appointment orders, requests for destroy 10 years after 
Transportation appointments, qualifications of termination or 
Officers and Agents potential appointees, termination of revocation of 

orders of appointment or revocation, appointment AUTH: 
and related documents GRS9,ltemlb 

2 Speci Department of Transportation new or not limited specifically destroy 10 years after 
Transporta . n modified special permits, waiver of to a particular case file completing final action 
Arrangements Federal, state, municipal or other authorized by the 

authority's regulation for special arrangement 
sportation of explosives. or other AUTH: GRS9,Itemlb 

dang us or sensitive materials; use 
of specia onveyance for passenger 
travel; specia andling data; traffic 
transfer receip· interchange 
agreements {between installations 
and rail carriers on e of 
Government-owned trackage by 
common carriers and operation 
Government-owned equipment over 
commercial railroad trackage); 
permissible operating distances (letters 
establishing a local permissible motor 
vehicle operating distance (POD) and 
letters requesting to exceed local 
POD); motor vehicle movement over 
public highways (requests for waiver, 
applications for and permits to move 
military vehicles over state highways, 
ermits ; and related documents 

•
 



156 
e eAFMAN 3i-139 JIMarch J996 

TABLE 24-1 
Continued. 

A B C D 

If the records are 
consistin of which are then 
records constituting a system for destroy 10 years after 
receipt and tally in the transportation completion of shipment 
system, such as Military Standard AUTH: GRS9,ltemlb 
Transportation Movement Procedures 
(MILSTAMP) (cargo manifests, 
special handling data, traffic transfer 
receipts); cargo manifests; troop 
movement (routing, departure, arrival, 
organizations, equipment 
requirements, car numbers, 
commanders reports); movement 
orders for troops moving through an 
aerial or water port of embarkation (at 
ort of embarkation); control number 

re [sters; GBIL registers (for 
ho old goods and other than 
househ d goods); transportation 
requests d meal tickets, AMC 
transportati authorizations; traffic 
coordination (applications and 
requests for ca reservations and 
accommodations, ard indexes, 
correspondence, repo and related 
records which do not inv ve issuance 
of procurement 
transportation 
transportation authorizations, 
requests for carrier service); handh 
(transportation officers books that 
record every car handled, and include 
information necessary to check 
demurrage bills and agreement 
abstracts submitted by carriers in 
support of bills); car control and 
processing (records reflecting cars en 
route, received, placed, loaded, 
unloaded and dispatched); carload 
routing (forms prepared by 
transportation officers authorized to 
route domestic carload or truckload 
shipments of freight); storage-in-
transit (inbound GBlLs, transit 
reshipping certificates, record of 
transit freight bills, tonnage credits); 
routing orders (requests for routing, 
route order, confirmation on route 
orders, unit permit authorizations); 
hi hwa brid e toll ticket control; 
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TABLE 24-1 

Continued. 
A B C D 

If the records are 
consistin of which are then 
transportation unit control; vessels 
(forms used by port air officers to 
record shipping data on material 
shipped by surface transportation); 
ocean passenger traffic (passenger 
invoice recapitulation, shipper 
destination summary sheet, berthing 
plan, port identification and 
recapitulation sheet, passenger list 
recapitulation, certificate of health, 
and manifest covering passengers 
loading or unloading at a port); ocean 
cargo manifests (manifests, shipping 
records, hatch tallies, disposition 

ts, security cargo receipts, cargo 
dis arge reports, delivery tallies, 
discre ncy reports);marine master 
operatio and maintenance statistical 
data on 10 'movement of passengers, 
personal perty and cargo 
(MAJCOM con lidated reports only); 
and similar docum ts 

4 Commercial original vouchers, issuing office destroy 6 years after 
Movement of Goods copies, and supporti completion of shipment 
or Personnel Case covering commercial AUfH: 
Files - Routine transportation charges of se GRS9,ltemsla&lc 

accounts including registers an other 
control documents, such as pro FlY 
shipped and property received GB 
freight bills, shipping records, express 
receipts, special handling data, traffic 
transfer receipts, cargo manifests, 
signature and tally records, waybills, 
dray tickets, holding orders, switching 
orders, demurrage reports, transit 
reshipping certificates, records of 
transit, freight bills and tonnage 
credits, report of survey (discrepancies 
incident to shipment of materials), 
DOD single line item release receipt 
records, and related records including 
shipment and temporary storage of 
household goods, mobile homes, 
unaccompanied baggage, Do-It-
Yourself (DITY) moves, including DD 
Form 2278, Do It Yourself Counseling 
Checklist; transportation requests, 
AMC transportation authorizations, 
and meal tickets, includin cancelled 
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TABLE 24-1
 

Continued.
 
A B c D 

If the records are 
consistin of which are then 
copies, records relating to issue 
thereof; transportation certificates for 
passenger travel, and related 
correspondence; application for 
transportation of dependents, travel 
orders, certificate of dependency, and 
related records 

5 case files covering payment for destroy 10 years after 
transportation charges for services for completion of final 

or - which notice of overcharge has been or action AUTH: 
Nonroutine is expected to be issued, or if a rail GRS9,ltemlb 

freight overpayment is involved, 
deduction or collection action has been 

en, voucher contains inbound 
it shipment, parent voucher has 

print of paid supplemental bill 
associat voucher has become 
involved litigation, or any other 

tH prevents settling of 
the voucher to be 

6 

7 Case household goods non-tempor destroy 3 years after 
Files storage accounts system (NOTEMPS) final disposition of 

case files consisting of storage records stored goods and 
(service orders, applications for settlement of case 
nontemporary storage, travel orders or AUTH: NI-AFU-90-3 
other fund citing authority, and other 
ertinent records 

8 Transportation reports of issued transportation destroy after 2 years 
Administration requests; transportation traffic control AUTH: GRS9,Item4a 

number registers; shipment planning 
worksheets; signature and tally record, 
report of shipment (REPSIDP) 
messages and tracer actions on 
classified or sensitive material; ocean 
terminal and inland linehaul cargo 
reports; applications for GBlLs to be 
furnished to contractors; public file of 
GBlLs; motor vehicle movement over 
public highways (administrative 
records, such as, special road laws 
relatin to State Hi hwa 
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TABLE 24-1 

Continued. 
A 

If the records are 

B 

consistin of 
Commission, DOD Directory listing 
military and state officials authorized 
to request and issue permits for 
oversize, overweight, or other special 
military movement over public 
highways; cargo channel traffic airlift 
requirements; ocean cargo manifests at 
MAlCOMs and are used for advance 
planning, diversion, or control; special 
airlift requirements; passenger channel 
traffic airlift requirements; sealift 
cargo requirements; boat dispatch 
sheets (routine); MSTS utilization 
eports; statistical reports on 

:vement of passengers, personal 
prop and cargo (MAlCOM and 
below cept MAlCOM consolidated 
reports); rsonal property movement 
quality ass ce (carrier performance 
files, facility i ection reports, except 
initial inspecti reports, quality 
control reports fr members and 
destination traffic man ement offices, 
Carrier Evaluation an Reporting 
System (CERS»; Do I Yourself 
Moving Program (public file), Traffic 
Distribution Records (TOR); lett s of 
intent of approved carriers (filed . h 
transportation officer by carrier 
desiring to participate in DOD traffic; 
NOTEMPS master rate file (basic 
agreement rate spread list, cost 
comparison list); NOTEMPS master 
record list and expiration date list; 
NOTEMPS alpha contractor list, 
service order list, accounting 
classification summary list, conversion 
to member's expense list; NOTEMPS 
consolidated invoices, annual service 
order renewal listings; NOTEMPS 
contractor facility files of all 
transactions with contractors having 
basic agreements with DOD; 
NOTEMPS MTMC reports and 
management information lists; related 
documents 

case files of Government freight 
warrants, waybills, or cargo manifests 

c D 

which are then 

Movement of Goods 
or Personnel by 

destroy 3 years er 
completion of shipm t 

Government on- coverin movement of Government AlITH: NI-AFU-90-3
•

'" 
9 
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TABLE 24-1 

Continued. 
A B C D 

If the records are 
consistin of which are then 
supplies, materiel or personnel by 
Government transportation facilities 

10 Clearance records used in clearing cargo, destroy 3 years after 
Personal personnel, and inspection, processing, clearing customs or 

and customs clearance of personal settlement of 
property (including accompanied or irregulari ties, 
unaccompanied baggage), such as whichever is later 
certificates of retention for captured AUTH: NI-AFU-90-3 
material, trophies, certificates of 
ownership or right to possess items of 

lied nation's material, certificates of 
tion and customs declarations, 

recei for articles withdrawn by 
inspecti officers for accompanied 
baggage, anket declarations and 
summary she prepared by transport 
commanders, s ments of authority 
to retain captured aterial, trophies, 
and related records, 

11 Ammunition certificates used as a de to prevent destroy after final 
Certificates entry of live ammunition 1 0 US by inspection of baggage 

individuals either on their pers at port of embarkation 
their baggage in US or after 

settlement of 
irregularities, 
whichever is later 
AUTH: NI-AFU-90-3 

12 RESERVED 

13 Procuring Office consumption entry, consumption entry destroy after 5 years 
Custom Entry permit, summary of entered values, (EXCEPTION: those 

correspondence, and records relating records which are 
to entry of material through customs known to pertain to an 
and relate to entry and free-of-duty unsettled- claim, 
admission of material produced abroad [ncomplete 
or returned by the AF i estigation, or 

pen ' g litigation, are 
not troyed until 
settlemen f the claim 
or completi of the 
investigation 
litigation), AUT 
AFU-90-3 

•
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These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or nertaln to conslstlna of are then 

a Electronic systems electronic records destroy on expiration 

that replace of the retention period 

temporary hard previously approved 

copy records for the corresponding 

hard coov records 

b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 

requirements 

c hlectromc copies tnatare destroy arter recordkeeping 
created using copy has been created and 

electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 
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TABLE 24-2 1 
AIRLIFT I 

A B C D
 

R
 
U
 
L	 If the records are 

'\
E or pertain to conslstlng of which are then 

MILAIR AMC for airlift service destroy after 2 years. 
Transportation industrial fund (ASIF) AUTH: NI-AFU-90-3 
Authorizations, traffic at originating 

stations~ger Lists, and 
Orders -

S 

2 for revenue traffic destroy after 6 months. 
Transport .on other than ASIF and AUTH: NI-AFU-90-3 
Authorizatio nonairlift service 
Passenger . ts, industrial fund (non-
Travel Orders ASIF) traffic at1~ 

originating stations 

3	 MILAIR destroy after manifest 
Transportation listings are made. 
Control and AUTH: NI-AFU-90-3 
Movement for Cargo 
and Mail ~ 

4 MILAIR Cash receipts used as :ing documents destroy after 2 years. 
Collection Vouchers for preparation offi cial reports AUTH: NI-AFU-90-3 

5 MILAIR Registered at originating and destroy after 1 year. 

~ 

registered mail manif~ 
Mail Manifest 1384, Transportation trol and terminating stations AUTH: NI-AFU-90-3 

Movement Record used airlift 
service industrial fund (ASIF) tr c 

6 MILAIR Registered -, destroy after 1 year 
Mail Manifests AUTH: NI-AFU-90-3 

7 MILAIR airlift service destroy after 1 year 
CargolPassenger ind ial fund (ASIF) AUTH: NI-AFU-90-3 
Manifests traffic t originating 
Representing and erminating 
Billable Revenue for stations 
Transportation, 
Aeromedical .Evacuation, and
 
Special Assignment
 
Airlift Missions
 
(SAAM), Mail or
 
Rush Baggage
 
Manifests, Release
 
from Claim for
 
Property Damage or
 
Personal Injury
 

67 
• 
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TABLE 24-2 1 
Continued. J 

A 

R 
U 
L If the records are 

or pertain to 
MILAIR 
Cargo/Passenger 
Manifests 
Representing 
Billable Revenue for 

nsportation, 
Ae edical 
Evacu ion, and 
Special signment 
Airlift issions 
(SAAM), '1 or 
Rush Bag ge 
Manifests, Relea 

from Claim for 
Property Damage or 
Personal Injury -
Other 

9 MILAIRCargo/Passenger 
Manifests - Other 

10 MILAIR Truck 
Manifests 

11	 MILAIR Aerial Port 
Control Log 

12	 MILAIR Baggage 
Irregularities 

I----+--------~ 
13	 MILAIR Baggage 

Irregularities - HQ 
AMCBSC 

14	 MILAIR 
Transportation 
Discrepancy Reports 

15	 MILAIR ASIF 
Revenue, Billing and 
Receivables 

B 

eenslstlnz of 

~ 

~ 

truck manifest~ocal release forms 
used to documen the release of 
terminating cargo an ail from the 
airlift system 

manifests and forms used t~ow date 
and purpose of the Airlift ontrol 
Element (ALCE) and aid in 
completion of required reports 
inventories, tracer actions, baggage 
identification tags, rush baggage tags, 
and related correspondence that are 
records of lost, found, pilfered, and 
damaged baggage used to support 
claims for reimbursement or return to 

owner 

reports pertaining to traffic 
irregularities, packaging and handling 
deficiencies, over, short, damaged, 
pilfered, and lost cargo and mail, and 
correspondence on passenger 
irregularities 
invoices/claims to public; cash 
collection vouchers; AMC 
transportation authorizations; 

c 

which are 
for revenue traffic 
other than ASIF traffic 
and nonairlift service 
industrial fund (non-
ASIF) traffic at 
originating and 
terminating stations 

at HQ AMC B~~e 
Service Center ~~_~ 

at AMC Director of 
Industrial Fund 

D 

then 
destroy after 6 months. 
AUTH: NI-AFU-90-3 

destroy after 1 month 
AUTH: NI-AFU-90-3 

destroy after 6 months. 
AUTH: NI-AFU-90-3 

destroy after 2 months 
AUTH: NI-AFU-90-3 

destroy after 1 year. 
AUTH: NI-AFU-90-3 

destroy after 2 years. 
AUTH: NI-AFU-90-3 

stroy after 1 year. 
A H: NI-AFU-90-3 

destroy 6 y~efter 
close of FY in ich 
final collection 
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TABLE 24-2 1 
Continued. 

R 
U 
L 
E 

"'"
 
16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

I 
A 

If the records are 
or pertain to 

-. 
Air 

Transport ion 
Manifests~ 

MILAIR~Management L el 
Listing 

MILAIR Document 
Control Center 
(DCC) Transaction 
Requests 

MILAIR· Bumped 
CargolMail 
Worksheets or Load 
Pull Sheets 

MILAIR Fleet 
Service 
ArrivallDeparture 
Worksheet 
MILAIR Fleet 
Service Equipment 
MILAIR Aircraft 
Ground Handling 
Worksheets 

MILAIR 
Confirmation of 
Passenger 
Reservations or Air 
Overseas Travel 
MILAIR Cargo and 
Passenger 
Scheduling 

MILAIR Equipment 
Status Reports 

MILAIR Unit 

B 

consisting of 
transportation cargo movement 
documents; MT As & TCMDs; travel 
orders; voucher for transfer between 
appropriation; and general 
correspondence used as backup to 
billing data 

AMC Forms 53 without flight 
certificate 

inventories/tabulations pertaining to 
passengers, cargo or mail awaiting 
shipment 

~ed to establish an order of 
yjob type 

records ~ve planned and 
manifested (preload or final) 
cargo/mail fr the manifest and 
return to the port agement level 
fleet service cbec~ related 
records 

records used to ~~~ry
expendable/nonexpendable equi nt 
inbound/outbound advisory messa~~ 
load planning worksheets, manifests 
(other than originating) patient 
manifests, human remains messages, 
life or death urgency shipment 
messages, permit to proceed requests 
and permit to proceed messages, delay 
reports, load sequence breakdown 
records used to provide a continuous 
record of ground handling 

air cargo and troop backlogs 

on hand/assigned vehicles materials 
handling equipment (MHE) and 
associated aerialport equipment 
correspondence, messages and related 

C 

which are 

at base transportati~ 
offices 

D 

then
 

effected AlJfH:
 
GRS9,Itemla(3)
 

destroy after 90 days
 
AlJfH: NI-AFU-90-3
 

destroy after I month.
 
AUTH: NI-AFU-90-3
 

destroy weekly or when
 
no longer needed.
 
AUTH: NI-AFU-90-3
 

destroy after I month.
 
AUTH: NI-AFU-90-3
 

destroy after 3 months.
 
AUTH: NI-AFU-90-3
 

~ 

destroy after 3 months, gno longer
whiche~er is 
AUTH. NI-

-3 

destroy ~onths.
 
AUTH: NI- U-90-3
 

destroy after I~
 
AUTH: NI-AFU-90-
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TABLE 24-2 I
 
Continued. I
 

A
 
R
 
U 
L If the records are 
E or ~ertain to 

Capability 
Measurement System 
(UCMS) Reports I'"27,,\	 MILAIR Phase II 

~a 

28	 MI R Air Traffic 
Handh 

29	 MILAIR Frustrated, 
Cargo Report 

30	 MILAIR Report of 
Shipment 

31	 MILAIR Tie-Down 
Equipment and 
Nuclear Shoring Kit 
Accountability 

32	 Special Assignment 
Missions - Revenue 

33	 SAM Shippers 
Requests and HQ 
USAF 
Authorizations 

34	 SAM AMC 
Operational 
Directive (MOD) or 
Airlift Flight 
Itinerary Log 

35 LOGAIR Travel 
Orders and Travel 
Authorizations 

B	 C 

conslstlnz of which are
 
records
 

records used to document load
 
planning qualifications and currency
 

biological/re-icing/refrigeration logs, a record of daily 
terminating cargo/mail, manifest actions at air terminals 
control logs, security cage logs and 
inventory, originatinglterminating 
MACMICAPNVIP control logs, and 
aerial port movement logs 

records used for cargo/mail that15: be accepted or movement 
ued in the airlift system due to 
arity 

recor:~o provide security to 
secret an firearms shipments in the 
Defense Tr ortation System 

tie-down equi~ lists, C-130
 
and C-141 specia quipment receipts
 
and temporary issue ceipts
 

special assignment reven~" 
aircraft flight itinerary log , aircraft 
flight reports, maintenance, and 
related records 

'\ created by AMC or . rovided AMC for 
r bursement to 
Air Service 
Indust . I Fund, and 
which act as 
supporting ords for 
airlift rvices 
rendered 

created by AMC ~ 
provided AMC for 
reimbursement for 
Airlift Service 
Industrial Fund and 
which act as 
supporting records for 
airlift services 
rendered 

at	 HQ AFMC, 
LOGAIR terminals, 
LOGAIR customer 

D 

then 

destroy when no longer 
needed. AUTH: NI-
AFU-90-3 
destroy after 3 months. 
AUTH: NI-AFU-90-3 

destroy after 6 months. 
AUTH: NI-AFU-90-3 

destroy after 3 months. 
AUTH: NI-AFU-90-3 

destroy after 1 year 
AUTH: NI-AFU-90-3 

destroy 2 years after 
payment AUTH: Nl-
AFU-90-3 

. 

destroy 2 years after 
payment AUTH: Nl-

U-90-3 

destroy after 6 ~~ 
AUTH: NI-AFU-90-

c" 
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TABLE 24-2 I 
Continued. I 

A B C D 

R 
U 
L If the records are 
E or J!ertain to conslstlnz of which are then 

\ stations, and 
contractor storage sites 
in processing 

-. LOGAIR special 
missions and pilot 
pickups, chartered 
airlift, etc. 

36 LOGAI~ Traffic destroy after 3 years 
Summaries AUTH: NI-AFU-90-3 

37 LOGAIR ~~ffiC destroy after I year 
Transfer Receipt AUTH: NI-AFU-90-3 

38 LOGAIR at AFMC and AMC destroy after 6 months 
CargolMail Det~ bases as originating, AUTH: NI-AFU-90-3 
Card intransit, and 

terminating files, and 
at other 
nonmechanized air 
terminals as 
terminating intransit 
files 

39 LOGAIR 
Records 

Shipping 
and 

includes general ~ 
used in lieu of a ship . 

punch
g record 

cards destroy after 6 months 
AUTH: NI-AFU-90-3 

Shipping Tickets 
40 LOGAIR 

Incidents 
Aircraft reports and records of a~ 

accident, missing status, or 
an 

aged 
destroy after 2 years 
AUTH: NI-AFU-90-3 

by ground handling 
41 LOGAIR 

Shipments 
Improper over, short, damaged, and/or Pi~~ 

registers; certificates of lost shipment 
destroy after I year 
AUTH: NI-AFU-90-3 

reports of over/short shipments 
42 LOGAIR Air Cargo destroy after I year 

Manifest Listings AUTH: Nl-AFU-90-3 
and Reports 

43 LOGAIR Air Cargo destroy after 90 days 
Manifest Header AUTH: Ni-AFU-90-3 
Cards 

44 

45 

LOGAIR Air Cargo 
Manifest Master 
Routin~ Cards 
LOGAIR Manifest 
Number Register 

destroy when no longer 
needed AUTH: NI-
AFU-90-3'5:when no longer

AUTH: NI-
0-3 

46 LOGAIR Flight Data destrtter 6 months 
Record AUTH: -AFU-90-3 

47 LOGAIR 
Discrepancy Report 

destroy aft~onths 
AUTH: NI- -90-3 

Tracers 
48 LOGAIR 

Logs 
Control destroy after 6 m~~ 

AUTH: NI-AFU-90-3 
• 71 
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TABLE 24-2 I 
Continued. I 

A B C D 

R 
U
 
L If the records are
 
E or pertain to consistin2 of which are then
 

<,LOGAIR destroy after 6 months 
Supervisors' Reports AUTH: NI-AFU-90-3 

50 destroy after 6 months 
er AUTH: NI-AFU-90-3 

n 
d 

~ s 
51	 LOGAIR Reports of destroy after 90 days 

Damaged or AUTH: NI-AFU-90-3 
Improper Shipments I'"52 LOGAIR Baggage destroy when purpose 
Identification Tags has been served 

AUTH: NI-AFU-90-3 
53	 LOGAIR special handling datalcert~ destroy when purpose 

Transportation of instructions for commander or has been served 
Explosives or Other military or civilian aircraft AUTH: NI-AFU-90-3 
DanAerous Articles 

54 LOGAIR Air Cargo destroy when purpose 
Routing Lists has been served 

AUTH: NI-AFU-90-3 
55 LOGAIR Backlog destroy when purpose 

Listings ~ been served 
NI-AFU-90-3 

56 LOGAIR Statistical report and background material, such 
Reports as LOGAIR Personnel Property destrO~~ -90-3 

lowerportion", 

AUTH: NI-
Statistical Report 

•
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These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or pertain to conslstinz of are then 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping . tional purposes 
requirements 

c ciectromc copies mat are cestroy arter recorcxeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

B c D 

If the records are 
consistin of which are then 

- the historical portion (such as motor 
vehicle release files: records relating to 
transfer, sale, donation, or exchange of 

icle; Agency Record Copy of US 
Gov Certificate of Release of 

destroy 
vehicle 
custody 
GRSIO,ltem6 

4 years after 
leaves agency 

AUTH: 

2 Vehicle Jacket 
Temporary 

- the temporary portion 
maintenance records, including UJ\J'''-~ 

relating to service and repair) 

destroy 1 year after 
completion of 
service/maintenance or 
1 year after expiration 

the warranty period, 
whiche is later 
AUTH: GRSlO, 

• 
73 
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TABLE 24-3 I 
Continued, I 

A B C D 

R 
U 
L If the records are 
E or pertain to consisting of which are then 

Vehicle Histories - vehicle historical records maintained transfer to the historical 
Central File as a central file portion of the vehicle.'\ jacket on initiation of 

third continuation 
form, or on permanent-
reassignment of 
vehicle, whichever is 
sooner. AUTH: NI-
AFU-90-3 

4	 COP ARS fund ledgers, sales slips, destroy after 3 months COPARS ~ 
and Verification invoice verifications and related AUTH: NI-AFU-90-3 

records 

5 Vehicle Materiel ~ARS stock consumption records destroy I year after 
Control completion. AUTH: 

NI-AFU-90-3 

6 Vehicle TCTOs	 time ompliance technical orders maintained by destroy TCTOs and 
(TCTOs, commercial technical maintenance control commercial technical 
bulletins, sages, letters, and one- and analysis bulletins when the 
time inspectio on vehicles vehicle is sent to 

disposal. Destroy all 
other documents I year 
after completion. 
AUTH: NI-AFU-90-3 

7	 VIMS - Monthly destroy after I year.Motor Vehicle Infunna~ 
(VIMS) monthly motor ehicle AUTH: NI-AFU-90-3 
operations and maintenance s ary 
reports, maintenance man-h 
summary reports, employee master 
list, and related correspondence "-8 VIMS - Quarterly	 Motor Vehicle Information System destroy I year after 
(VIMS) quarterly operations and completion of new FY 
maintenance summaries and cards summaries and cards-, 

AUTH: NI-AFU-90-3 
9	 Panama Official vehicle decal records/register and destroy after 5 years or 

Decals - Military related documents for registration of when no longer needed 
Vehicles military vehicles in Panama for accountability. 

AUTH: NI-AFU-90-3 
10 Motor Vehicle records relating to individual estroy 3 years after 

Operator Files	 employee operation of Government- se ration of employees 
owned vehicles, including driver tests, or 3 ars after recision 
authorization to use, safe driving of au orization to 
awards, and related correspondence; operate overnment-
operator qualifications and record of owned vehicle, 
licensing, examination and whichever is ooner 
performance; request for driver AUTH: GRSIO,lte 
training and addition to AF Form 
2293 or Optional Form 346; reports of 

-.
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TABLE 24-3 I 
Continued. I 

A B C D
 

R
 
U
 
L If the records are
 
E or pertain to consisting of which are then
 

inquiry; search of National Driver-,	 Register 
Government Military cards that are permanently revoked or	 destroy AUTH: Nl-1~ Vehicle Operator	 expired; cards related to individuals AFU-90-3 

separated and civilians reassigned toEcation Card -
~ edlRevokedINo duties not requiring vehicle operation 

rUsed 

12 destroy 3 years afterHired ~ehicle 
Reports date of report AUTH: 

GRS1 O,Item4 

13 reports of accidents; estimates of destroy 6 years afterMotor ~~ 
Accident Case Fi damage; reports of survey; statements case is closed AUTH: 

of charges; cash collection vouchers; GRSlO,Item5 
hotographs; Operator's Report of 

tor Vehicle Accident (SF 91); 
Iov igation Report of Motor Vehicle 
Accid (SF 91A); Statement of 
Witness F 94); comparable records 
and related rrespondence=,noting14	 Operator Inspection operator vehicle destroy I year after 

Guide and Trouble deficiencies closeout AUTH: 
Report GRS 10,Item2b 

15 Vehicle Operations	 operating records ~g those destroy after 3 months 
relating to gas and oil nsumption, AUTH: GRSIO,Item2a 
dispatching, and schedulin 

16 State Gasoline	 Tax destroy 4 years afterdocuments supporting cla:~
Refunds	 refund of aviation and motor fu tax settlement of claim 

from the states of Arizona, Oreg , AUTH: NI-AFU-90-3 
California, and Washington (fo 
claims against the state of Montana, 
see note) 

17	 Requests for Motor Request for Motor Vehicle Service destroy after 2 years 
Vehicle Service (AF Form 868), log of events, and AUTH: GRSI0,Iteml " 

related records (including records 
initiated as a result of 
exercises! deployments) -. . 

18	 Motor Vehicle Cost motor vehicle ledger and worksheets destroy 3 years after 
Files providing cost and expense data discontinuance of'\=- or date of

heet AUTH: 
O,Item3 

19 Motor Vehicle reports on motor vehicles (other than 
des~afterReport Files	 accident, operating, and maintenance date of ort AUTH: 

reports), including Agency Report of GRS1 O,Ite 
Motor Vehicle Data (SF 82), Agency 
Report of Sedan Data (SF 82D) 

20	 US Government issued, recalled, and/or destroy 6 months 1~ 

National Credit maintained by vehicle final payment on a 
~ 
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TABLE 24-3 I 
Continued. I 

A B C D 
R 
U 
L If the records are 
E or pertain to eonsistina of-- -Qu:ds--------

which are 

operations 
requisitioning 

or 
agency 

then 

invoices 
specific 

covered by a 
card AlITH: 

NI-AFU-90-3 
21 US Government credit card registers; copies ~ maintained by destroy 1 year after 

National Credit 
Administration 

Card certifying 
destruction, 

loss, 
turn-in, 

investigation, 
validation, and 

r-.-.,.,. 
v 

no. T~Oll. 
~ close of fiscal year 

related records ~ 

NOTE: Destroy State Gasoline Tax Refund claims against the state of Montana 
5 years after settlement of claim. 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D 
If the records which 

RULE are or oertain to eonslstlnz of are then 

a Electronic systems electronic records destroy on expiration 

that replace of the retention period 

temporary hard previously approved 

copy records for the corresponding 
hard copy records 

b	 electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy tronic records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for administrative, 
are retained to meet legal, audit, or other opera-
recordkeeping . tional purposes .

requirements 

c J:.lectromc copies	 that are destroy aner recoruxeepmg 

created using copy has been created and 

electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

• 7'
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TABLE 24-4 

PACKAGING AND MATERIALS HANDLING RECORDS 

A B	 c D 

If the records are 
consistin of which are then 

and item identification and container destroy after 
data markings and specification publication has been 

coordinating policy records(such as rescinded, superseded 
regulations, standards, and in its entirety, no 
manuals(and related correspondence longer applicable, or 

after the project has 
been completed, 
whichever is sooner. 
AUTH: NI-AFU-90-3 

2 Packaging destroy after 8 years or 
Evaluation Projects when no longer needed, 

whichever is sooner. 
AUTH: NI-AFU-90-3 

3	 Mechanized
 
Materials Handling
 
Systems
 

NOTE: For records related to hazardous materials/environmental protection, use table 32-1, rule 17. For records related to 
foreign military sales (FMS) cases, use table 16-1, rule 7. 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A B C D
 
If the records which
 

RULE are or pertain to conslstlna of are then
 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 
copy records for the corresponding . 

hard copy records 

b	 electronic records destroy when the agency
 
that supplement determines that the elec-
temporary hard copy tronic records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for administrative,
 
are retained to meet legal, audit, or other opera-
recordkeeping . tional purposes
 
requirements
 

c ctectromc copies	 mal are destroy arter recordkeepmg
 
created using copy has been created and
 
electronic mail and filed or when no longer needed
 
word processing or for revision, dissemination, or
 
form filler software reference, whichever is later
 

• 


