
•	 JOB NUMBER 
REQUEST FOR RECORDS DISPOSITION AUTHORITY N1-AFU-02-4K 

To	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
1 FROM (Agency or establishment)
 

Department of the Air Force
 

2 MAJOR SUBDIVISION
 

Communications and Information
 
t---;;--~;-:-=~~=~=-;-----------------------l 

3 MINOR SUBDIVISION
 

Enterprise Information Resource Management Divrsron
 

5 TELEPHONE NUMBER4. NAME	 OF PERSON WITH WHOM TO CONFER 
(703) 588-6194althea	 S. Croom 

6 AGENCY CERTIFICATION . 

Date received 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 USC 3303a. the 
disposition request. Including amendments. IS approved 

except for Items that may be marked "disposition not 
approved" or "wrthdrawn't m column 10 

DATE I A'-'1IVIST OF TH,E"D STATES. 

~ -~-t)~ 1?IhtiJ.a:tJ-
(/ 

I hereby certify that I am authorized to act for this agency 111 matters pertaimng to the disposmon of ItS records and that the 
records proposed for disposal on the attached ~ page(s) are not needed now for the business for this agency or WIll not be 
needed after the retention periods specified, and that wntten concurrence 
provisions of TItle 8 of the GAO Manual for GUidance of Federal Agencies, 

~ ISnot required	 o ISattached, or 

DATE	 SIGNATURE OF AGENCY REPRESENTATIVE

I~/J A~/~.u __ 

{ 

7 IT' NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

The SF11 5 relates to the three rules on the first 
attached sheet, Involving temporary electronic records. 
Spectfrcallv, these three rules are to be added to the 
followrnq attached tables In AFMAN 37-139: 

Tables 34-1 through 34-18, 
Tables 35-1 through 35-3, 
Tables 37-1 through 37-17, and 
Tables 37-19 through 37-20. 

(The titles of these tables are listed on the second 
sheet tollowinq thrs one.) 

The three rules on the first attached sheet Will apply to 
all senes In these tables, except as noted In the text 
adjoirunq the three rules. 

The attached tables themselves have been crossed out 
because thrs SF115 covers, for each table, only the 
three rules mvolvmq temporary electronic records. 

from the General Accountmg Office, under the 

o has been requested 

TITLE 

Air Force Records Officer 

9 GRS OR 
SUPERSEDED JOB 

CITATION 

10 ACTION TAKEN 
(NARA USE ONLY) 

(J 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 



Job NI-AFU-02~~ 

The three rules below (mvolvmg	 temporary electromc records) should be added to Table 34-1 through Table 
34-18, Table 35-1 through Table	 35-3, Table 37-1 through Table 37-17, and Table 37-19 through Table 37-20, 
m AFMAN 37-139 

A B C D
 

If the records which
 

RULE are or oertain to consistinz of are then
 

a Electromc systems electromc records destroy on expiration
 

that replace of the retention penod
 

temporary hard previously approved
 

copy records for the correspondmg
 
hard copy records 

b 
i	 

electromc records destroy when the agency
 
that supplement determines that the elec-
temporary hard copy tromc records are super-

records where the seded, obsolete, or no long-

hard copy records er needed for adrrurustrative,
 
are retamed to meet legal, audit, or other opera-
recordkeepmg tional purposes
 

requirements
 
c Electroruc copies	 that are destroy atter recordkeepmg
 

created usmg copy has been created and
 
electromc mail and filed or when no longer needed
 

word processmg or for revrsion, dissemmation, or
 
foml filler software reference, whichever IS later
 

The above three rules will apply to all series covered by the above-mentioned tables, with the following 

exceptions: 

1. Rules "a", "b", and "c" will not apply to series relating to the following rules, which cover 
unscheduled records: 

Table Rule(s)	 Table Rulers) 
34-8 3.01 35-2 1 

34-9 1- 5,10 37-14 16 

2. Rules "a", "b", and "c" will not apply to series relating to the following rules, which cover 
permanent records: 

Table Rule(s) Table Rule(s) 
34-1 1 37-9 8, 8.02, 9, 20, 21 

34-13 1 37-11 1, 1.01, 1.02, 1.03, 12 

35-1 2,6,27 37-13 2 

37-1 10 37-14 17 

37-7 1,2,6, 12.01, 15 37-15 1,3 

37-17 10, 12, 18, 19 
37-19 29 
37-20 11 

3. Rules "a" and "b" will not apply to series relating to the following rules, which cover temporary 

records that might be permanent if converted to electronic format: 

Table Rule(s) Table Rule(s) 
34-8 3 34-12 67 



I 
TABLE (NUl.\IERIC VERSION OF AFMAN 37-139 TABLE TITLES] 
Series Table Number Table Title I I 
Number. . 

034 01 MOR ATof WFT ofARF ANT) R Ff:REA TTON 
0,\4 
034 

02 
03 

AERO ct.nn ~~rnIH\<:' 
T.mRARTF<:' 

034 04 CHILD CARE CENIERS 
034 OS JNII< JI PROrTJI<J-:MJ-oN ANnSAToFOF~.IrRF.VF.RAnF<:' 
034 06 AIR FORCE OPFN' MF<:'<:'PRnr.D 4M 
0,\4 
034 

07 
08 

GF.NFRAT 
rFMFTFRV 

M~MRJ:D<mrPCUJBS 
ANTHHTRTAT.~ ..o{ .)1< 11S 

014 09 DISPOSITION OF DJ:MATNS OF n~rFA<:'J:-ni:iF~ 

034 10 roon SFRVTrF RFrORn<:. 
014 11 LAUNDRY AND DRY rT.FANTNr. RFrORn<: 
034 " NONAPPROPRTATFn FlINn rNAF) PFRsONNJ-: DFrnD~ 

034 13 NAF ADMINISOiRATTVE MANAnJ::MENT RFr()Dn<:. 
0,\4 
034 

14 
15 

NAF FTNANrlAT. MANAnFMFNT 
NAF REAL PRnpJ:~TY MANAnFMENT ~Fr()Rn<:. 

034 In NAF PRorfTRFMF.''''ITT1~rr\lm<: 
034 17 N AF <:.UPPLV R FrnR n<: 
034 lR NAF RErRFATTONAT SERVTf:ES RFr()Dn<: 
O'\S 01 PTTRT.1r AFFATR<:' 
035 07 HOME TOWN NEWS N ~K R Fr()R n<:. 
035 0 0'\ AMFRTrAN FORrF<:' RAnlO ANn TFT~n<: 
037 01 ~ ADMTNTSTRATTVE SYSTEMS MANAnFMFNT 
017 07 AnMTNT<:'~RATioN OF POSTAT Arrnill'fTS 

037 03 MAIL ArrFPTANCE AND DELIVERY 
037 04 MATT. MOVEMENT 
037 
037 

05 
On 

POSTAL A.DMTNTSTRATTnN RFC lR ns 
PIJRLTrATTONS ANn FORMS RFOTTTR~ rlTS· "RmTmON 

037 07 PUBLICATIONS MANAnFMENT 
037 OR REPR')(iRAPHTf:S 
037 09 <:'PFrTA T.I7Fn PI TRT.IrA TTON<:' 
037 10 FORMS MAN.Ar.J:V~~ 
017 11 rORRFSP( N It-:NI:t-: MF<:'<:'AnFS ANnPROTFrTFTT.F<:' 
037 12 AnMTNTSTRA TTVF. rnMMT MrA TT()N<: nT<:'TRrnr m()N ANn "1N" "R()T 

037 13 ADM N!~ KATTVF()onFo-<:' 
_037 14 ( )I-t-I( :J-:<:'1IPPORT 

037 15 ADMTNTSTRATTVE OFf II? IS 
017 In WAKFTST.ANnVTTAT.<:.TA' I~ :s ANn N' Il<w~nc: 
037 17 l!SAF~ADMlN1STRATIVE RFrnon<: 

1--037 19 RFr()Rm: MANAGEMENT PRnr.o AM 

037 20 PRIVACY ACT PROGRAM 

Table 



34. Services. These tables cover records pertaining to Morale, Welfare, Recreation, and Services (MWRS) programs and 
facilities. 

A B c D 

which are then 

and analyses retire as permanent 
anization of programs, (See Note 2). AlITH: 

esult of program NCI-AFU-80-8 
activities 

2 support for services supply records, fund budgets destroy after 1 year. 
activities 1 AlITH: NI-AFU-90-3 

3 photography contests photo entries in four groups destroy after 1 year. 
AUTH. NI-AFU-90-3 

4 recreation programs records concerning sports, motion destroy after 2 years or 
pictures, service clubs and no longer needed, 
entertainment, youth programs, special whichev is 
interest groups, and similar activities AUTH. Nl-
not covered elsewhere 
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TABLE 34-1 I 
Continued. I 
<, A B C D 

~ 
L ~~e records are 
E ertain to consisting of which are then 

5 
prOf~entertain s 

locator cards 
entertainers of 

for 
foreign 

professional 
nationality 

destroy on 
of activity. 

inactivation 
AUTH' Nl-

performing In overseas military AFU-90-3 
establishments 

6 triennial survey ~ base survey results and plans for future at bases destroy after 6 years 
priontization th;elopment of morale, welfare and AUTH. NI-AFU-90-3 

reation programs 

6.01 Services Program ann~~ level plans for current and destroy after 4 years 
Plan future .ces programs AUTH. NI-AFU-90-3 

7 services facilities facihties ~that portrays facility destroy when new list IS 
programmmg list data to servic managers received. AUTH: Nl-
report AFU-90-3 

8 --. key punch cards ~ 
provide new facility In anon 

or destroy 
necessary 

cards when 
information 

has been entered Into 
the system AUTH. 
NI-AFU-90-3 

9 correspondence and related data w~ destroy after 1 year or 
provide Instructions 
mformation 

or facih t-, when superseded. 
AUTH. NI-AFU-90-3 

10 logistics support a variety of records pertaining to the see appropnate 
records logistics support of service facilities functional table and 

and activities rule to which the 
records belong 

~ AUTH' NI-AFU-90-3 

11 AF excess/surplus Issue slips, supply loan receipts that at logistics branch"'" destroy when property 
property Involve excess property received from is turned Into DRMO. 

DRMO ~UTH. NI-AFU-88-33 

12 registers 
expandable 

of control numbers, 
issue registers, turn-in 

at logistics branch d~er 
AUT 

2_,
I-AFU-88-33 

slips 

13 Slot Machine Status base level Inputs 
Reports ~~~supersede a or n onger 

needed, whichev IS 
later. AUTH: . 
AFU-90-4 

NOTE(S): 
1 Retain property requisitions and property disposal records unit Inactivation per AFM 67-1 
2 Transfer to the National Archives In 5-year blocks when latest record IS 25 years old 



These three rules (mvolvmg temporary electronic records) apply to all rules in the precedmg table, with the 
exception that rules "a", "b", and "c" do not apply to rule 1. 

A B C D 

If the records which 
RULE are or pertain to consisting of are then 
a Electromc systems electromc records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 
b electromc records destroy when the agency 

that supplement determmes that the elec-
temporary hard copy tromc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrmmstrative, 
are retained to meet legal, audit, or other opera-
recordkeepmg tional purposes 
requirements 

c J::lectromc copies mat are destroy aner recorckeepmg 
created usmg copy has been created and 
electromc mail and filed or when no longer needed 
word processmg or for reVISIOn,dissenunation, or 
form filler software reference, whichever ISlater 

5 
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TABLE34-2 I 
AERO CLUB RECORDS I 

A B C D 

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

rmnutes of safety, Board of Governors, destroy after 2 years 
standardization and general AUTH: NI-AFU-90-3 
membership and others used for safety, 
orgaruzational and operational 
requirements 

2 pilot ~ation file Important flying safety mformation for destroy after 1 year, or 

(volume '" 
pilots necessary to 
club safety program 

Improve the aero as safety mformation 
item directs. AUTH. 
NI-AFU-90-3 

3 aero membership apphcations (AF Form release to the mdividual 
membership 1710), official orders (Reserve and member on transfer or 
training folder uard personnel), standardized termmation of 

a wer sheets, pilot check-out records membership, provided 
( orm 1584), and other data the member's account IS 

require by club manager used for cleared, or destroy 
members , administrative and records not requested 
standardizatl purposes by such members after 

1 year. AUTH. NI-
AFU-90-3 

4 FAA 
records 

training records 
reflect 

required 
the 

bY~F 
partie 

AA 
anon 

which 
and 

(See Note 1). 
NI-AFU-90-3 

AUTH. 

accomplishment of stude enrolled 
in an FAA approved course 

5 individual VA all records required by the VA;aCh (See Note 2) AUTH' 
trammg/certification reflect the participation, training d NI-AFU-90-3 

accomphshments of each studen 

enrolled 10 a VA approved course used ~ 
to certify the tram 109 of each student 
and certification of payments by the 
VA 

6 daily aircraft reports of flight and aircraft usage, ~ retam on each aircraft, 
operational forms and servicing which are used for daily in 100-hour 

aircraft operation, discrepancies, increments, between 
repair, usage and servicing required mspection 

cycles. Records 
fleeting the last 200 

ho s of operation on 
each aircraft are 
require When records 
exceed th 200-hour 
retention req ements, 
destroy 10 1 -hour 
increments. A 
NI-AFU-90-3 
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TABLE 34-2 I
 
Continued. I
 

A B C D
 

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

aircraft records and	 airframe and engine log books, transfer With aircraft or 
certificates of registration, air dispose of as required 
worthiness, and associated records by appropnate FAA 

Kr:::::~required by FAA	 directives AUTH Nl-
AFU-90-3 

8	 covenant not to sue--~ [585, Covenants and destroy 6 years after 
and mdernmty greements penod of agreement 
agreements AUTH. NI-AFU-90-3 

9	 aero club personnel see table 64-1 AUTHcontracts ~ club 
services contracts flight instructors, anics and NI-AFU-90-3 . supefVIsorsoffl~n~ 

10 aircraft lease contracts used to lease aero ~ see table 64-1. AUTH' 
agreements aircraft r-; NI-AFU-90-3 

11 reports and records;- not covered elsewhere m this table destroy after 1 year. 
general AUTH: NI-AFU-90-3<,correspondence 

12	 aircraft reports and related records used in at aero clubs 
accident/incident reporting and investigating aero club , 
reports aircraft accidents/incidents . 

~ -

NOTE(S): 
I. Destroy after I year from the date the student graduates from the course to which the record pertains, terminates hIS or 

her enrollment in that course or transfers to another school, or as otherwise prescnbed by Federal Aviation Regulations 
FAA training records which are used to support VA training and/or certification of training shall be retained 10 accordance 
With rule 5. 
2. Records and accounts pertammg to each penod of traming Will be kept intact and In good condition for a penod of 3 

years following termination of enrollment, unless notified by the VA or GAO to keep them for a longer penod of time. 
Include those FAA training records used to support certification of VA trainmg, 

7 



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 eonslstlnz 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 J::,lectroruccopies 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 admmistrative, 
legal, audit, or other opera-
tional purposes 

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

-,
 



TABLE 34-3 

LmRARIES 

A B c D 

If the records are 
consistin of which are then 
requisitions, receiving reports, destroy completed 
purchase orders, packing lists, requests orders after 3 years 

- .......£r,.. issue or turn-in, and related AUTH. GRS 3, Item 
records e control 3a(2) 
accumulated by 
materials procured from 
funded appropriated or 
nonappropriated funds, or received 
from an other source 
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TABLE 34-3 I
 
Continued. I
 

A
 

R 
U 
L If the records are 
E or pertain to 

library acquisitions 
(centrally-funded)K -.
 

2	 library disposition 
files 

_.3	 library shelf lists 

4 

5 

6	 card catalogs 

7 (RESERVED) 
8 library loans 

9 

10	 library balance on 
hand 

B
 

consisting of 
requisitions, receivrng reports, 
purchase orders, packing lists, requests 
for Issue or turn-in, and related 
records WhICh are control records 
accumulated by hbrarians for 
matenals procured from centrally-
funded sources 

shipping documents, tum-m slips, 
schedule of collections, inventory 
adjustment vouchers, and related 
records which are records of each item 
withdrawn from permanent holdmgs 
of a library collection 

cial card listings of readmg and 
re ence material which are the 
perm ent collection of AF hbraries, 
set up accordance with rules of 
profession hbrarianship 

author, title, and subject ind~~ 
permanent holdings of libra 
collection maintained in accordance 
with rules of professional hbrarianship 

book cards, reserve cards, overdue 
notices, and similar records of the 
charge-out system 

requests for Issue, or tum-in, duphcate 
shelf list cards, bookmarks, and 
comparable records for library 
materials issued to individuals and 
actrvities for indefinite periods 

records contammg total number of 
items in permanent library collections; 
records of all additions and 

AFMAN 37-139 1 March 1996 

C	 D 

which are	 then 

destroy completed 
orders after 6 years and 
3 months. AUTH: 
GRS 3, Item 3a(1) 

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

cards or holdmgs transfer With collection 
transferred as a AUTH: NI-AFU-90-3 
complete library 
collection 

cards on dissolved destroy 1 year after 
library collections dissolution of library. 

AUTH' NI-AFU-90-3 

cards on material transfer with record, or 
removed from a destroy after I year, 
collection whichever IS 

r. 
applicable. AUTH. 
NI-AFU-90-3 

on transfer -of a 
complete collection, 
send with collection, or 
destroy on removal 
from or dissolution of 
collection AUTH: Nl-
AFU-90-3 

-, (RESERVED)-. destroy when expended 
AUTH: NI-AFU-90-3 

.... destroy when matenal 
returned, on 

co hdation of 
recor . or on other 
proper ettlement of 
responsibil AUTH. 
NI-AFU-90-

destroy [ ~
 
transfer of the com te
 . collection or 0 

10 
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TABLE 34-3 1 
Continued. I 

A
 

R
 
U
 
L If the records are 
E or pertain to 

r-, 
11 

~ 

12	 annual and 
semiannual hbrary 
reports 

-
13 reciprocal library 

system records 

NOTE: Records may be retained 
equipment is not required, 

These three rules (involving 

A 
If the records 

RULE are or pertain to 

a Electronic systems 

b 

c hlectromc copies 

307 

B	 C D 

consistinE of which are then 

withdrawals dissolution of hbrary. 
AUTH: NI-AFU-90-3 

reports of hbrary control records destroy after 1 year, 
provided any corrective 
action required by table 
65-3 has been 
accomphshed. AUTHr-, NI-AFU-90-3 

statistics 
, 

, hbrary holdings and retain in the 
operation accumulatmg office for 

the hfe of the hbrary; 
destroy upon 
macnvation of the 
hbrary. AUTH' Nl-r-,
 AFU-90-3 

correspondence and related records destroy whenat b:,"e~
estabhshmg a base library as a momtonng superseded, obsolete, 
member of a regional system of headquarters -"'\'!pon dissolution of 
cooperatmg hbraries 

mactrvati of base, 
a~whichever is oner 
AUTH: NI-AFU-90-

in accumulating library offices until eligible for destruction, provided additional fihng 

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

B	 C D 
which
 

consistinz of are then
 
electronic records destroy on expiration
 
that replace of the retention penod .
 
temporary hard previously approved
 
copy records for the corresponding
 

hard copy records 
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 admmistranve, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

mat are aestroy aner recorcxeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed II 
word processing or for revision, dissemination, or 
form filler software reference, whichever lS later 



B c D 

If the records are 
consistin of which are then 
cards used as a patron registration at child care centers destroy upon 

authorization for medical reassignment or 
emergency situations, discharge of sponsor or 
and sponsor, and to after period specified in 

iffiirrwlt' z-Silltlons, intergovernmental 
speclal-~ftct""" agreements with state 

related records to include child car or local agencies 
food program records under Public designated to mom tor 
Law 95-627; and enrollment data, lld 

--- ~---~------- - -------- --- - ~ - - --
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Continued. 
B C D 

If the records are 
consistin of which are then 
registers Wh1Chprovide daily record of destroy after 3 years or 
attendance, collection of fees and sign- after period specified in 
in/out of patrons; and related records intergovernmental 
(See Note 2) agreements with state 

or local agencies 
authorized to mom tor 
child care centers, 
whichever 1S later. 
AUTH. NI-AFU-90-3 

3 forms Wh1Ch provide a record of destroy after 3 years or 
mjunes, parental permission to when no longer needed, 
adrmnister medications; and Wh1Ch whichever is later (note 
record senous accidents, illnesses, etc; 3) AUTH. NI-AFU-

d related records 87-43 

4 fo s Wh1Chrecord hourly head counts destroy after 3 years or 
of st .' and children, room attendance, when no longer needed, 

d records whichever 1Slater (note 
3). AUTH: NI-AFU-
87-43 

5 forms which r rd weekly activities destroy after 3 years or 
for children, rep used to provide may be kept for 
information to hi headquarters, histoncal purposes up 
and related records to 5 years. AUTH: Nl-

AFU-87-43 

6 forms, letters, and reports sed in destroy 3 years after 
hcensing of family day care orne family day care home 
providers; forms recording injurid or operation ceases due to 
incidents occurnng ill family day c reassignment or 
homes; and related records discharge of sponsor, or 

voluntary or 
involuntary termmation 
of family day care 
services, or until no 
longer needed; 
whichever is later (note 
3). AUTH: NI-AFU-
87-43 

7 forms which record patron destroy after 3 years 
reservations and related records en no longer needed, 

/ wH ever 1S later 
A NI-AFU-87-43 

8 Family Day Care case files of family day care providers' maintained by the destroy 
Homes applications; agency checks from Family Day Care discontm 

mental health, security pohce, Coordinator Family Day e Home 
housing, and social actions, traimng or until no nger 
information; proof of insurance or needed, whicheve 

ersonal hab1h and a eement to later. AUTH: 

13 



--- -- -- --- ----------------

309 AFMAN 37-139 1 March 1996 

Continued. 
B	 C D 

If the records are 
consistin of which are then 

indernmfy the U.S.; checklists from AFU-87-43 
fire, safety, environmental health, 
family day care coordinator; 
emergency provider information; proof 

ffirst aid traimng, copy of the hcense 
an er re orts 

9 case files nactive or suspended destroy 1 year after 
Family Day Care discontinuance of 

Family Day Care Home 
or until no longer 
needed, whichever IS 

later. AUTH. Nl-
AFU-87-43 

10 case files of denied or cancelled 
Family Day Care Homes 

NOTE(S): 
1. The records covered by this table are not authorized for retirement to a federal records center. 
2. If the child care center is not using a cash register or other prenumbered receipt, a copy of the AF Form 1182 will be 

made and sent to the NAFFMB. The AF Form 1182 is backup to the cash report and is retained per table 34-14, rules 18 
and 18.1. The original of the AF Form 1182 IS kept in the child care center. 
3. If litigation IS involved, retain until settlement IS made. 

These three rules (mvolving temporary electronic records) apply to all rules m the preceding table: 

A B C D 
If the records which 

RULE are or oertain 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 correspondmg 

hard cOj)y 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 

Electromc copies that are cestroy aner recoroxeepmg 
created using copy has been created and 

1'1-
electronic mall and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever IS later 

c 



TABLE34-5 I 
CONTROL,- PROCUREMENT AND SALE OF ALCOHOLIC BEVERAGES I 

R 
U 
L 
E 

<,
 

2 

3 

4 

5 

6 

7 

8 

A 

IT the records 
or pertain to 

estabhshment 

are 

of 

~verage 

management re~ 

procurement 
guidance records 

controls on sale/use 
of alcohohc 
beverages 

permits, stamps, 
taxation 

pricing 

packaged alcoholic 
beverages sales slips 

sales shp book log 

B 

consisting of 
letters and supporting records used as 
a basis for estabhshment of an 
alcohohc beverage function 

correspondence, records of purchases 

~ta used to pian programs 

policy recor~ws, statutes 
used to dete . e procurement 
procedures 

letters, messages, 
instructions, etc 

~ 

apphcations, forms, correspondence, 
as required by law 

information on pncing, surveys, etc., 
used to price alcoholic beverages 

sales shps/purchase register 

sales shp book log used to record the 
issue, use and destruction of sales shps 

C D 

which are then 

destroy 2 years after 
discontinuance of 
outlet, or 
mstrumentahty is 
dissolved, AUTH. NI-
AFU-90-3 

destroy after 2 years or 
when no longer needed, 
whichever is 
applicable. AUTH. 
NI-AFU-90-3 

destroy when 
superseded. AUTH. 
NI-AFU-90-3 

destroy when obsolete, 
superseded or no longer 
needed. AUTH. NI-

<,
<, AFU-90-3 

destroy upon renewal 
or replacement. 

<, 
AUTH: NI-AFU-90-3 

destroy after I year. 
~UTH: NI-AFU-90-3 

at alcoholic beverage d~fter I year. 
outlets AUT. -AFU-90-3 

destrOY1~ 
entry. AUT. NI-
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 copyrecords 
b electromc 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 1:.1ectromccopies mat are oestroy aner recoruxeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 

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

/(0
 



TABLE 34-6 

AIR FORCE OPEN MESS PROGRAM 

A B C D 

If the records are 
consistin of which are then 
charter WIth related records destroy 2 years after 

discontinuance of open 
mess, or 2 years after 
the instrumentality IS 

dissolved. AUTH. Nl-
AFU-90-3 

2 meetmgs tes of Nonappropriated Funds destroy 2 years after 
Counc advisory committee and minutes of meetings no 
general me ship meetings longer apply to or 

impact on the operation 
of the open mess. 
AUTH: Nl-AFU-90-3 

3 membership data or- membership applications, ros destroy upon transfer of 
reports studies or reports used for plannmg or member or when no 

promotional purposes longer needed. AUTH. 
Nl-AFU-90-3 

4 training programs, handouts, pamphlets, trammg aids, destroy after 2 years, 
workshops or rosters, and related material hen superseded, or no 
seminars Ion needed, 

17 
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'\ 

TABLE 34-6 I 
Continued. I 

A B C D 

R 
U 
L IT the records are 
E or pertain to conslstlng of which are then 

records related to planning, destroy after 2 years, 
developing or establishing training when superseded, or no 
programs or policy longer needed, 

whichever is 
applicable. AUTH· 
NI-AFU-90-3 

6 reports and related records required to destroy after 2 years. 
~ 

saOl~' andhousekee . g operate food and beverage programs AUTH: NI-AFU-90-3 

7 food service sanitation checklist destroy after 3 months 
AUTH: NI-AFU-90-3 

8 supplies forms, letters, lists, requisitions destroy after 1 year 
equipment	 AUTH: NI-AFU-90-3 

9	 facility maintenance, ~ orders, service call logs, AF destroy 3 years after 
repair, improvement. 1391, project booklets, letters fiscal completion. 
or construction lated records AUTH. NI-AFU-90-3 

10 essential feeding	 design on of an open mess as an destroy 2 years after the 
essential eding facility with related open mess is dissolved 
records or when the 

commander rescinds 
the essential feeding 
facility designation. 
AUTH: NI-AFU-90-3 

11 safety	 bulletins, rosters or V1~ destroy when obsolete, 
to encourage safety program	 superseded or no longer 

needed. AUTH. Nl-
AFU-90-3 

12 awards program	 letters, citations, see table 36-33. 

~ 

certific~~ 
background records for the US AUTH: NI-AFU-90-3 
MeritOrIOUSClub Award ~ 

13 advertising, posters, calendars, flyers and planning destroy after 1 year or 
promotions, records when no longer needed 
publicity, publIc AUTH: NI-AFU-90-3 -,
relations 

14 reports of inspection, reports, responses or related -,destroy after 4 years or 
audit or VISit correspondence	 when superseded by a 

later audit/visit/ 
inspection. AUTH· 

~1-AFU-90-3 

15 club operating policy letters, operating mstructions, when 
continuity files . messages and related information supe ded. AUTH:ii::NI-AJ 90-3
 

16 club management letters, analyses, studies, and other
 destrOY~or 
related data used m planning the open when erseded. 
mess pro~ams AUTH: Nl- 90-3 

17 workmg records papers, forms, tapes, scatter sheets and destroy after 2 ~ 
other supporting records used to when no longer nee 
develop policy or programs	 whichever IS later. 

Ie 
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TABLE 34-6 1 
Continued. I 

A B C D 
R 
U 
L If the records are 
E or pertain to consisting of which are then ............ AUTH: NI-AFU-90-3 

18 club .., checks accounts control copies which reflectra; Wa~and beverage items purchased 

~ _~est 

destroy after 3 months, 
provided account IS 

clear. AUTH. Nl-
AFU-90-3 

19 for package hquor sales ~ destroy after 6 months 

~ AUTH: NI-AFU-90-3 

20 kitchen copy of check .~ ~~ when no longer 
ne AUTH: 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 nertaln to eonsistlnz 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 ~lectroruc copies that are destroy arter recorc1keepmg 
created using copy has been created and 

.....>-. 
electroruc mail and 
word processing or 

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

form filler software reference, whichever is later 



TABLE34-7 I 
GENERAL MEMBERSHIP CLUBS I 

A B C D 

R 
U 
L H the records are 

'< 
E or pertain to ccnslstina of which are then 

estabhshment of constitution and by-laws, policy destroy 2 years after 
general membership directives, authorizations, property discontinuance or 2 
clubs rewards, studies, charts, and related years after the 

correspondence	 instrumentality IS 

dissolved (See Note 1). 
AUTH. NI-AFU-90-3 

2	 changes to pohcy directives (except destroy when 
pubhshed standards directrves), superseded, obsolete, or 
authorizations and/or background and no longer needed. 
support papers AUTH: NI-AFU-90-3 

3 minutes of meetings utes of club, advisory and standing	 destroy 2 years after 
co .ttee meetings	 minutes no longer 

impact on the operation 
of the general 
membership clubs 
AUTH· NI-AFU-90-3 

4 inspection reports	 destroy onreports, except th~ 5,
conducted by command uirements discontinuance of a 
or as directed by higher auth club operation. AUTH: 

NI-AFU-90-3 
5 reports made of riding clubs, anim~ at ridmg clubs destroy 2 months after 

stalls, arena, etc. inspection IS recorded.r-, AUTH· NI-AFU-90-3 

6 Firearms/ammunitio records on sale of ammunition, at m bership club destroy 2 years after the 
n transactions invoices and receipts for resale, offices end of the year bought 

firearms acquisition and disposition (See Note 2). AUTH 
records, sworn statements and returns NI-AFU-90-3 
receipts for lost, stolen, or inoperative 
firearms and mventozyofweapons ~ 

7 membership locator member's locator cards and dues
 
a:,or
cards and records records	 expir . n date of 
members AUTH. 
NI-AFU-90-

8 membership club	 annual memberships club report destroyafter ~ 
information report AUTH. NI-AFU-9 -
(See Note 3) ~ 

NOTE(S): 
I. Published directives are controlled by table 37-7. 
2 Administrative records required by the Bureau of Alcohol, Tobacco and FIrearms (BATF) regulations Will be sent to the
 

regional BATF within 30 days after drssolution of the Rod and Gun club.
 
3. Aero clubs and Open Messes are excluded from this report since they are covered by other reports. 



These three rules (involving temporary electronic records) apply to all rules in the precedmg 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 e1ec-
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 Erectromc copies mar are oesrroy arter recorcxeepmg 

--
created using 
electronic mail and 

copy has been created and 
filed or when no longer needed 

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



------------------------- --- - -- --

----------------------- - -------

TABLE 34-8 

CEMETERY AND BURIAL RECORDS 

A B	 C D 

If the records are 
consistin of which are then 

operatmg records related to burial destroy after 5 years. 
space, cost of operations, maintenance AUTH: NI-AFU-90-3 
and 0 erations of base cemeteries 

2 records reserving sites in AF base destroy on cancellation 
maintained by name of of grave site or 

reservation. AUTH: 
NI-AFU-90-3 

2.01 hold until installation IS 

inactivated then send to 
gaining organization 
for destruction when no 
longer needed. AUTH: 
NI-AFU-90-3 

3 interment reports pen odic reports of interments, destroy after 5 years 
available grave sites, grave site AUTH: NI-AFU-90-3 
reservations, and similar reports 

3.01 at bases 

4 vital statistic reports	 reports to state or local vital statistics 
offices 

NOTE: Contact SAF/AAlQ for disposition instructions if cemetery IS transferred to another federal agency or to a local 
government. If cemetery is not transferred, transfer records to National Archives immediately on inactivation. 

These three rules (mvolving temporary electroruc records) apply to all rules in the preceding table, with the 
exception that rules "a" and "b" do not apply to rule 3, and rules "a" and "b" and "c" do not apply to rule 3.01: 

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 correspondmg 

hard copy records 
b	 electronic records destroy when the agency 

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

c crectromc copies	 that are oesrroy aner recoroxeepmg 
created usmg 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 



TABLE 34-9
 
DISPOSITION OF REMAINS OF DECEASED PERSONNEL
 

A B C D
 

If the records are 
consistin of which are then 
record copies of check lists of current disposition pending. 
deaths occurring outside or inside AUTH: Unscheduled 
CONUS, disposition of remains--
reimbursable basis (for overseas use), 
preparation and inspection of report, 
certificate of death (overseas), request 
for payment of funeral and/or 
interment expense, idennficanon 
findings and conclusions, personal 
property inventory, instructions for 
disposrtion of remains, order 

Ointing summary court officer or 
esc purchase and delivery orders, 
paid v chers, or Army or Navy forms 
similar to d used 10 lieu of above ~----~~--------------~ 2	 foreign nationals
 

who died while in
 
trainin in the US
 

3	 AF civilian
 
employees and/or
 
their family
 
members and
 
contract technical
 
representatives
 
and/or their family
 
members
 

4 deceased family
 
members of military
 
ersonnel
 

5	 deceased civilians of
 
foreign nationality
 
employed at AF
 
installations
 

6	 deceased personnel retained copies of records forwarded to
 
covered by rules 1 respective agencies per AFMAN 34-
thru 5 508
~----~~~~~--------~ 7	 Army, Navy, Manne
 
Corps or Coast
 
Guard ersonnel
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TABLE 34-9 
Continued. 

A B c D 

If the records are 
consistin of which are then 

10 
records 

retained copies 
dis OSitIOnof remains 

atHQUSAF disposition pending. 
AUTH: Unscheduled 

11 mihtary 
checkhst 

honors completed military honors 
forms for retirees or veterans 

destroy after 4 years. 
AUTH: ~1-AFU-90-3 

12 completed mihtary honors checklist 
forms for honors other than 
funeral/memonal services 

at bases provide 
military honors 

These three rules (mvolvmg temporary electroruc records) apply to all rules in the precedmg table, With the 
exception that rules "a" and "b" and "c" do not apply to rules 1,2,3,4,5, and 10: 

A B C D 

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

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 
b electroruc records destroy when the agency 

that supplement detenmnes that the elec-
temporary hard copy tromc 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-
recordkeepmg tional purposes 
requirements 

c IErectromc copies mat are .destroy atter recordkeepmg 
created usmg copy has been created and 
electroruc mall and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 



TABLE 34-10 

FOOD SERVICE RECORDS 

A B C D 

If the records are 
consistin of which are then 

Credit request for Issue or turn-in, dining hall used to ensure funds destroy 1 year after end 
signature record, register of cash are properly controlled of accounting penod 
collection sheets, cash collection AUTH. NI-AFU-88-50 
record, cash collection voucher, 

cher for transfer between 
appr ons and/or funds 
(disburseme ily dining facihty 
summary, compara cash 
register reports, ated 
com uteri zed records 

2 Receipt for Transfer includmg AF Form 1305 destroy after 
of Cash and transaction is complete. 
Vouchers UTH. NI-AFU-88-50 

3 Ration Strength used 
Report 

served 
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TABLE 34-10 

Continued. 

If the records are 

5 ty food 

6 

7 administration of 
central preparation 
facilities 

8 food service report 

9 food handlers 

10 flight food service 

B 

consistin of 
dming hall financial statement, 
monetary credit allowance ration 
return 

food service production log 

inventory of class quartermaster 
supplies, senior cook requisition, 
field ration dining hall s k record, 
subsistence request, tally in-out, 
inventory adjustment voucher, 
dmmg facility - summary, mon 
monetary record, basic daily foo 
allowance com utation 

subsistence request, daily control 
sheet, request for issue or turn-in, 
com arable forms and related records 

food service operations report, menu 
utihzation report, consumer level 
subsistence appraisal program, 
unsatisfactory subsistence report, and 
related records 

register of cash collection sheets, 
request for flight meals, flight meal 
delivery and return receipt, flight meal 
orders and issues, ground support meal 
request, stock and cost record of flight 
subsistence and meals, swnmary of 
f11 ht meals, subsistence r uest 

C 

which are 
a result of the 
MCAMS, under which 
dining facilities 
receive money to buy 
food 10 lieu of 
requisitionmg food 
from supporting 
commiss 

used to ensure that 
food supphes are 
properly issued, used, 
and accounted for in 
appropriated fund 
dining halls, and to 
assist food service 
personnel in 
controlling food issued 
in dining halls, or 
related to the financial 
status of the dmmg 
hall account 

in 
central 

used to record the 
number of meals 
requested and issued 
and cash collected for 
meals passengers 

D 

then 
destroy 1 year after end 
of accounting penod. 
AUTH' NI-AFU-88-50 

destroy after next menu 
cycle use. AUTH Nl-
AFU-90-3 

destroy 1 year after end 
of accounting period 
AUTH. NI-AFU-88-50 

1 year after end 
ting period. 
-AFU-88-50 

27
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TABLE 34-10 I 
Continued. I 

A B C D 

R 
U 
L If the records are 
E or pertain to 

1'\ Pricing System 
(RAMPS) or SIMS 
or SAS pricing (Note 
1) 

11.01 -, 

consisting of 
basic dally food allowance component 
list computation, ALACS Item pricing, 
ALACS price reduction record 

monthly update card deck/tape 

which are 

item pnces 10 ALACS 
operations 

used to update data 
base 

then 

AUTH. 

destroy 
AUTH· 

NI-AFU-88-50 

after 2 months 
NI-AFU-90-3 

12 
~~m~uboard 

rrunutes of 
recapitulation, 

meetings, monthly 
adjustment papers 

used to revise, delete, 
and add to AIr Force 

destroy 1 
completion 

year 
of 

after 
menu 

worldwide menu cycle. AUTH: Nl-
AFU-88-50 

13 meal cards 

'"
accountable cards issued 

entitled 
in land 

to airmen 
to subsistence 

(SIK) 

destroy on surrender to 
issuing authonty (See 
Note 2). AUTH: Nl-

~ AFU-88-50 

14 meal card control n bered registers, including related pages or forms With all destroy after 1 year or 
registers or computer insp tion forms, receipts of entries completed on inactivanon of unit, 
generated equivalent accoun Ie forms, and whichever IS sooner 
forms correspon ence; used to account (See Note 2). AUTH: 

issued, reis d, withdrawn, lost, or NI-AFU-89-13 
destroyed mea ards, entries on ration 
strength reports, d list of meal card 
holders 

15 at units where annual 
meal card recall is 
waived, register will 
run contmuously, pages 
retired when outdated 
and destroyed after 1 

. " 
year (See Note 2). 
AUTH: NI-AFU-89-13 

16 (RESERVED) "- (RESERVED) 
17 supporting payments signature records, cash collection at food service destroy 6 years, 3 

to contractors based records, cash register reports, daily contract operations, months after period 
on monthly meal dinmg facility summary, flight meal including base covered : by contract. 
counts requests, comparable forms or cash maintenance ntracts, AUTH: NI-AFU-88-50 

register reports, and related computer- and food ce 
generated records attendant con ct 

operations 

18 USAF subsistence subsistence specifications, used by dietitians, estroy 1 year after 
standardization files unsatisfactory material reports quality assurance in nded purpose is 

(subsistence), packaging improvement specialists, and se AUTH. Nl-
reports, Armed Forces consumer level statistical support staff AFU- -50 
subsistence appraisal committee at AIr Staff level 
reports and computer output, and other 
related correspondence to develop or 
refine subsistence standardization 26 
records 

19 Service Information tape or disc containing data of sales, used to support destroy 6 years, , 
• 
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TABLE 34-10 I 
Continued. I 

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

~ Management System dally dining facihty summary, flight payments to months after penod 
or Site meal requests, register transactions contractors at bases covered by contract 

~utomate~J with food service ~UTH: NI-AFU-88-50 
(S~S) ............... contracts 

20 hard copy rep&;- ich require used to estabhsh destroy 1 year after end 
signatures for vahdation 

k .-coo's requisition, operations 
.~ 

report, 
accountability....... 
su 

for 
and 

of accounting penod 
~UTH· NI-AFU-89-13 

monthly monetary record, inventory of monetary~ ..., 
subsistence, cash collection voucher, 
subsistence request, tally in-out , ............... 

NOTE(S): 
I. File maintenance and disposition instructions hsted in this table apply for computer tapes or discs generated under SIMS 

or S~S operations. -
2. Subject to audit provisions ?ftable 65-3. 

These three rules (involving temporary electronic records) apply to all rules 10 the preceding table: 

A B C D 
If the records which 

RULE are or nertain to consistine: 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 correspondmg 

b electronic records 
hard copy 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 admmistrative, 
are retained to meet legal, audit, or other opera-
recordkeepmg . tional purposes 
requirements 

c J:.lectromc copies mat are 
created using 

cestroy arter recorckeepmg 
copy has been created and 

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



TABLE 34-11 

LAUNDRY AND DRY CLEANING RECORDS 

A B	 C D 

If the records are
 
consistin of which are then
 

point	 unit and organizational laundry and destroy as soon as 
dry cleaning records related to receipt, laundry or dry cleaning 
processing, return, and accounting for IS satisfactorily 

dry and dry cleaning accounted for. AUTH: 
NI-AFU-90-3 

2 operations records destroy after 1 year. 
vouchers AUTH: NI-AFU-90-3 

3 delivery receipts destroy as soon as 
property is returned. 

H: NI-AFU-90-3 

4	 lmen inventory semiannual mventones used for hnen 
control and distribution 

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

A	 B C D 
If the records which
 

RULE are or pertain 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 admmistrative,
 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
 
requirements
 

c mectroruc copies	 mat are destroy arter recoroxeepmg
 
created using copy has been created and
 
electronic mall 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 34-12 I 
NONAPPROPRIATED FUND 

A 

R 
U 
L	 H the records are 

I"
E or pertain to 

NAF Basic Program 
- General Personnel 
Administration 

--2 (RESERVED) 
3 NAF Basic Program 

- Employment & 
Manpower 

4	 NAF 
Correspondence and 
Forms - Personnel 
Actions 

5	 NAF Retention 
Registers - RlF 
Actions 

6	 NAF Retention 
Registers - No RlF 
Actions 

7	 NAF Personnel 
Correspondence & 
Forms - All Others 

8	 NAF Wage 
Adrmrustration 

9	 NAF Wage 
Schedules 

(NAF) PERSONNEL RECORDS I 
B 

consisting of 
personnel correspondence and subject 
files relating to the general 
administration of personnel functions 
and including college programs, 
selective placement programs, 
examinations, paid recruitment 
advertising, executive development 
program, merit promotion, 
employment safety program, and 
others not specifically descnbed 
elsewhere in this schedule (See Note 
7) 

c espondence, reports, memoranda, " and other records relating to 
emplo ent programs and functions, 
and m wer management, and 
evaluations, eluding experts and 
consultants, rseas employment, 
reemployment n s, and employee 
transfers and details 

correspondence and f~ to 
pending personnel actions 

retention registers from which ~ 
actions have been taken 

retennon registers from which no RlF 
actions have been taken 

all other correspondence and forms 

• 
wage administration records that 
constitute the basis for personnel 
actions that may require reconstruction 
at a later date 

wage schedules used for each 
occupational group ofNAF employees 

C 

which are 
at all locations, except 
HQ USAFIDPC, HQ 
AFCPMC, and 
MAJCOMs 

, 

atCCPOs 

D 

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

(RESERVED) 
destroy after 5 years. 
AUTH: NI-AFU-90-3 

destroy when action IS 

completed. AUTH. 
NI-AFU-90-3 

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

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

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

destroy when 

r;:m.hon of system 
AUTH: NI-AFU-

0 
destr 4 years after 
superse or cancelled 
provided needed 
corrective a n has 
been taken per ta e 65-
3 (See Note 2). A 
NI-AFU-90-3 
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TABLE 34-12 1
 
Continued. I
 

A B C D
 

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


.'"SupervisorlManager supervisor' s/manager' s personnel files mamtained outside review annually and 
NAF Personnel FlIes	 consisting of correspondence, CCPO destroy superseded or 

memoranda, forms, and other records obsolete records; or 
relating to positions, authorizations, destroy all records 
pendmg actions, copies of position relating to an 
descnptions, requests for personnel individual employee 1 
actions, and records on individual year after separation or 
employees duplicated in or not transfer. AUTH: NI-
appropnate for NAF operatmg or AFU-90-3 
operatmg officials personnel records 
(See Note 8) 

11 (RESERVED) " (RESERVED) 
12 NAF POSlt~ AF Form 684, NAF Position review annually and 

Authorization ~zatlon Listing, used by CCPO destroy superseded or 
Listmg rol all authonzatrons, whether obsolete records when 2 

d or vacant years old. AUTH: Nl-
AFU-90-3 

13 NAF Service Control Service ntrol File, which consists of destroy SF 7 cards 3 
Flle active SF cards and SF7d stnps years after separation of 

and/or PDS- (NAF) Record used to employee; when 
provide inform on on each NAF automated, employee 
space authorized, estabhshed and separation brief (RIP) is 
filled to provide a co ise chronology prepared at time of 
of personnel and positio chon separation and is 

destroyed 3 years after 
separation (See Note 
2). AUTH: NI-AFU-
90-3 

14 NAF Apphcant rosters mdexed to the apphcations an<l\ destroy 5 years after the 
Supply File recruitmg hsts, authorized racial and end of year in which 

ethnic idennficanon and related data, effectrve, (See note 15) 
recnntmg hstslvacancy AUTH. MI-AFU-90-3 
announcements used to provide a 
record of applicant flow process 

15 (RESERVED)(see (RESERVED-,note 9)
 
16 (RESERVED)(see
 -,note 10)
 
17 (RESERVED)(see
 --,note 9) 
18 NAF Applications including dechned offers
 

des~ontbs
for Employment - AUTH: CI-330-80-3 
Accepted for 
Possible 
Employment 

18.01	 NAF Apphcations includmg Referral for Consideration destroy after 6 m~ 
for Employment - JDD Form 359) AUTH: NI-AFU-90-
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TABLE 34-12 I
 
Continued. I
 

A B C D
 

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

Not Selected
 

(RESERVED)(see (RESERVED
 

~ note 9)
 
20 "- (RESERVED)(see
 

,,"ote 10)
 
21 Official data which reflects and or documents at CCPOs transfer folder to 

Pers el Folder the service of individuals paid from National Personnel 
(OPF) NAF and contains records of all US Records Center 

cmzens/Us Nationals wherever (NPRC/CPR), St. 
employed and of all non-US citizens Louis, MO, 1 year after 
employed withm the United States and separation (See Notes 
its possessions and dependents of 1, 3 and 6). AUTH' 
DOD active military personnel and US GRSI,ITEMIB 

~ 

...... 
~OD appropriated, or 

ated fund crvihans hired 
gn areas (including 

for employment and 
ers)iSee Note 11) 

22	 NAF Official records of I direct hire non-US destroy 5 years after 
Personnel Folders - cinzens in for areas and all such separation. For 
Non-US Citizens in indirect hires ich reflect and exceptions see notes 2 
Foreign Areas documents the se of individuals and 5. AUTH. Nl-

paid from N (including AFU-90-3 
employment applications d accepted 
offers)(See Note 11) 

23	 (RESERVED)(see (RESERVED)-,,~note 11)
 
24 (RESERVED)(see
 

note 9)
 
25	 NAF Temporary records leadmg to a formal action, but destroy upon separation 

Individual Employee not constitutmg a record of it nor or transfer of employee 
Records malang a substantial contribution to or after 1 year, 

the employee's record. For example, whichever is sooner.
 
letters of reference, debt AUTH: NI-AFU-90-3
 
correspondence, performance ratings,
 
letters of caution, etc
 

26	 NAF Involuntary supervisor's explanation of the reasons filed SUbJeC~ destroy 4 years from 
Separation or for separation of the employee; Job- according to nature effective date of action 
Resignation Action related circumstances or record of oral action separately from ~e4). AUTH: 
of Employees notice given to the employee that employee's OPF 90-3 
Without Appeal adversely affected his/her resignation 
Rights 

27	 NAF Chronological forms documenting employment, at CCPOs destroy a er 2 years. 
Journal File	 promotions, transfer m or out, AUTH. NI- -90-3 

separation and all other individual 
personnel actions, exclusive of those in 
NAF OPFs Examples are AF Forms 
2545, includmg fact sheets 
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TABLE 34-12 I 
Continued. I
 

A B C D 

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

NAF Position standards detenruning title, series, and at AFCMPCIDPCR destroy 5 years after 

'"
Classification Files 
at AFCMPCIDPCR 

- grade based on duties, responsibilities, 
and qualification requirements 

cancellation, revision, 
or supersession. 
AUTH. NI-AFU-90-3 

29 ~ Position standards determining title, series, and at all other offices destroy 6 months after 
cation Files grade based on duties, responsibilities, cancellation, revision, 

and qualification requirements or supersession. 
AUTH: NI-AFU-90-3 

30 case files containing memoranda, at AFCMPCIDPCR destroy 5 years after 

NM~Classificati 
Standards 

- correspondence, and other records 
relatmg to the development of 

cancellation, revision, 
or supersession. 

Development standards for classification of positions AUTH: NI-AFU-90-3 
(AFCPMCIDPCR)' peculiar to Air Force 

31 NAF Position at all other offices destroy 6 months after 
Classification 
Standards 

-

'" 
cancellation, revision, 
or supersession 

Development AUTH' NI-AFU-90-3 

32 NAF 
Classification 

Position 

- reweWfi" destroy 5 years after 
cancellation, revision, 

Review File or . supersession. 

32.01 

33 

(AFCMPCIDPCR) 
NAF Position 
Classification -
Review File 

NAF Position 
Descnptions -

review file -, 
filesdescribing established:~ 
including information on title, s es, 

at all other offices 

record copies 

AUTH' NI-AFU-90-3 

destroy 6 months after 
cancellation, revision, 
or supersession. 
AUTH NI-AFU-90-3 

destroy 6 years after 
position is abohshed or 

Record Copies grade, duties, and responsibilities descnption superseded. 
AUTH' NI-AFU-90-3 

34 NAF 
Descnptions 

Position 

-
files descnbmg estabhshed positions 
including information on title, series, "p.es 

destroy when position 
IS abolished or 

Copies grade, duties, and responsibihties description superseded. 
AUTH: NI-AFU-90-3 

35 NAF Classification 
Survey Reports - Not 

classification 
as a request 

survey reports (not used 
for personnel action) on 

atnfficen~ destroy 
when 

after 3 years, 
superseded, or 

Request for vanous positions prepared by upon inactivation, 
Personnel Action classification speciahsts, including any whichever IS sooner. 

penodic reports (See Note 12) AUTH. NI-AFU-90-3 
36 NAF Classification classification survey reports (used as a estroy after 2 years or 

Survey Reports - request for personnel action) on a r a regularly 
Request for vanous positions prepared by sch led Air Force or 
Personnel Action classification speciahsts, including any OPM inspection, 

penodic reports (See Note 12) whichev is sooner. 
AUTH. Nl- -90-3 

37 (RESERVED)(see 
note 12) 

(RESERVED, 

38 NAF Classification case files relating to classification destroy 5 years ~ 
Appeals Case Files appeals final decision or 5 year 



AFMAN 37-139 1 March 1996 

TABLE 34-12 I 
Continued. I 

A 

R 
U 
L If the records are 
E or pertain to -,


~ 
39 ~ Personnel 

ns 
I Reports 

40 NAP ployment 
Statistics 

..... 

41	 NAP 
Performance/ Apprais 
al Ratings -
Certificates 

42	 NAP 
Performance/ Apprais 
al Rating - General 

43	 NAP 
Performance/ Apprais 
al Ratmgs - Appeals 

44	 NAP Conflict of 
Interest Case Files 

45	 NAF Persormel 
Counseling 

46	 NAF Drug & 
Alcohol Abuse 
Program 

47	 NAF Standards of 
Conduct Files 

48	 NAP Employee 
Awards Case FIles 

B 

consisting of 

statistical reports relating to persormel 
used for information and reporting 
purposes 

reports required for furmshmg other 
governmental agencies with essential 
data pertaining to labor statistics, 
unemployment compensation, and 
comparable data, except records 

~ered in rule 59, Federal 
employment Compensation Data 

c~ perfonnancelappraisal
ratm completed by 
supervi s/managers of NAP 
employees excluding copies filed in 
OPF 

general or :~es of forms, 
memoranda, and c espondence 

appeals files containi~da' 
correspondence, and 0 r records 
relatmg to employee ap Is of 
performance ratings 

statements of employment ~ 
financial interests and related recor 

counsehng files contammg reports of 
interviews, analyses, and other related 
records 

alcohol and drug abuse program 
records created in planning, 
coordinatmg, and directing an alcohol 
and drug abuse program 

correspondence, memoranda, and 
other records relating to code of ethics 
and standards of conduct 
case files containing 
recommendations, approved 
nommations, memoranda, 
correspondence, reports, and related 

C 

which	 are 

at CCPOs and 
subordinate 
orzamzanons 

r.
 
~ 

323 

D 

then 

after any action 
following decision, 
whichever IS later. 
AUTH: NI-AFU-90-3 

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

destroy after 5 years 
AUTH. NI-AFU-90-3 

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

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

destroy 3 years after 
date of final decision, 
AUTH NI-AFU-90-3 

destroy 3 years after 
separation of employee 
or 5 years after 
employee leaves the 
position for which 
statement IS required. 
AUTH. NI-AFU-90-3 

destroy 3 years after 
termination of 
counselmg. AUTH 
NI-AFU-90-3 

destroy after 3 years.~ r\::Nl-AFD-90-3 

obsoletedestr~ 
or supers ed AUTH. 
NI-AFU-9 

destroy 2 Sclose of year in ich 
final action IS • 

AUTH: NI-AFU-90-3 

" 
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TABLE 34-12 

Continued. 
B C D 

If the records are 
consistin of which are then 
handbooks pertaimng to cash and 
noncash awards such as mcentive 
awards, within grade merit increases, 
suggestions, and outstanding 

erformance 

49 Employee correspondence or memoranda destroy after 2 years. 
Other pertairung to awards from other AUTH' NI-AFU-90-3 

government agencies or private 
or anizations 

50 length of service and sick leave awards destroy after 1 year. 
file containing correspondence, AUTH. NI-AFU-90-3 
memoranda, reports, computation of 
service and Sick leave, and list of 
wardees 

51 NAF co es of letters of commendation and destroy after 2 years. 
Commendations for appr anon recognizing length of AUTH: NI-AFU-90-3 
Length of service d retirement, and letters of 
ServicefPerformance appreciati and commendation for 
- Copies performance, xcludmg copies filed m 

the OPF 

52 NAF Incentive reports pertainm 0 operation of the destroy after 3 years. 
'Awards Program Incentive Awards Pr AUTH: NI-AFU-90-3 
R orts 

53 NAF Grievance & grievance and appeals fil containing destroy 4 years after 
Appeal Case Files records ongmatmg in the view of case IS closed. AUTH: 

grievance and appeals raised GRSl,Item30a 
Force NAF employees, except 
complaints. These case files inclu 
statements of WItnesses, reports 0 

interviews and hearings, examiner's 
findings and recommendations, a copy 
of the ongmal decision, related 
correspondence and exhibits, and 
records relatmg to a reconsideration 
re uest 

54 NAF Adverse Action adverse action case files and related destroy 4 years after 
Case Files records created in reviewing an case is closed AUTH: 

adverse action (disciplinary or NI-AFU-90-3 
nondisciplmary removal, suspension, 
leave Without pay, reduction-in-force) 
against an employee The files include 
a copy of the proposed adverse action 
With supporting documents; statements 
of Witnesses, employee's reply; heanng 
notices, reports and decisions; reversal 
of action; and appeal records, 
excludin letters ofre rimand 

55 NAF Labor 
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B
 

consisting of 
and other records relating to 
relationship between management and 
employee unions or other groups (see 
also table 36-31) 
correspondence, memoranda, reports, 
and other records relating to 
relationship between management and 
employee unions or other groups (see 
also table 36-31) 
labor arbitration general and case files 
containing correspondence, forms, and 
background papers relating to labor 
arbitration cases 

~les showmg the employee's tour 
ty and records reflecting approval 
ommon tour of duty 

fO:~ furnish stateemplo t security agencies payroll 
data of p onnel paid from NAF, 
copies of E 31 and other related 
data 

cards, certifica examination 
schedules and rep , and other 
related information req ed for such 
NAF employees as barbers, 
beauticians, food handlers, an similar 
services 

official discrimination complaint ~ 
files containmg complaints wit 
related correspondence, reports, 
exhibits, withdrawal notices, copies of 
decisions, records of heanngs and 
meetings, and other records as 
descnbed by 5 CFR 713.222 

duplicate copies of complaint case files 
or records pertaining to case files 
retained In the official discrimination 
complaint case file 

background files containing 
background records not filed in the 
official discrimmation complaint case 
file 

compliance records such as 
compliance review files that contain 
reviews, background papers, and 
correspondence relating to contractor 
employment practices 

EEO compliance reports 

C D 

which are then 

agreement superseded, obsolete, or 
no longer needed for 
reference AUTH. NI-
AFU-90-3 

at other offices destroy when 
superseded or obsolete. 
AUTH NI-AFU-90-3 

destroy 5 years after 
final resolution of case. 
AUTH: NI-AFU-90-3 

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

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

destroy when 
superseded, or when 
mdividual is 
transferred from NAF 
services, AUTH: Nl-
AFU-90-3 

destroy 4 years after 
resolution of case. 
AUTH: NI-AFU-90-3 

. 

destroy 1 year after 
resolution of case "" -,
AUTH: NI-AFU-90-3 

" destroy 2 years after 
~lut<on of case, 

NI-AFU-90-3 

destro~sAUTH: U-90-3 

destroy after 3 ye" 
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TABLE 34-12 I 
Continued. I 

A 

R 
U 
L If the records are 
E or pertain to -,Management 

Relations -
Negotiating Office 

~ nt Labor 
- Other 

ies 

ArbitrationNAF '~ 

NAF Employee 
Work Schedules 

NAF Federal 
Unemployment 

56 

57 

58 

59 

60 

61 

62 

63 

64 

65 

Compensation 

NAF Medical 

NAF 
Complaint 
Files - Record 

NAF 
Complaint 

Data 

Data 

EEO 
Case 

Copy 

EEO
 
Case
 

Files - Duplicate 

NAF 
Complaint 
Background 

NAF 
Compliance 

NAF 

EEO 

Files 

EEO 
Records 

EEO 
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TABLE 34-12 L 
Continued. I 

R 
U 
L 
E 

~ 

~ 

" 

67 

68 

69 

70 

71 

72 

73 

74 

A 

If the records are 
or pertain to 
Compliance Reports 

NAF Employee 

Housing Requests 

EEO 
~ 

E!xent 
NAF
 
FIles
 

NAF EEO 
Affirmative Action 
Plan (AAP) -
Consolidated 

NAF EEO 
Affirmative Action 
Plan (AAP) - Feeder 
Plan 

NAF Ladder 
Diagrams 

NAF Personal Injury 
FIles 

NAF Temporary 
Records Relating to 
Promotions 

NAF Training -

B
 

consisting of 

employee housing requests asking for 
assistance from the Air Force in 
housing matters, such as rental or 
purchase 

employment statistics files containing 
statistical information relatmg to race 
and sex 

EEO general files containmg general 
correspondence and copies of 
regulations with related records 
pertainmg to the Civil Rights Act of 
1964, and the EEO Act of 1972, and 

ment future legislation; and 
ce EEO committee meeting 
ords including minutes and 

s 

EEO ~Ction Plan (AAP) 

EEO Affirmative A on Plan (AAP) 

forms used for each occupanonalv 

group of positions 

forms, reports, correspondence, and 
related medical and investigatory 
records relating to on-the-Job injuries 
whether or not a claim for 
compensation was made - excluding 
copies filed in the OPF and copies 
submitted to the Department of Labor 
records relating to the promotion of an 
mdividual that document qualification 
standards, evaluation methods, 
selectmg procedures, and evaluations 
of candidates - excluding any records 
that duplicate information 10 the 
promotion plan, in the OPF, or in 
other personnel records 

general file of Air Force-sponsored 

c 

which are 

consolidated AAPs 

base feeder plan 
consolidated AAPs 

"-
" 

D 

then 
AUTH: Nl-AFU-90-3 

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

destroy after 5 years. 
AUTH. Nl-AFU-90-3 

destroy after 3 years, or 
when superseded or 
obsolete, whichever IS 

applicable. AUTH: 
NI-AFU-90-3 

destroy 5 years from 
date of plan. AUTH. 
NI-AFU-90-3 

to	 destroy 5 years from 
date of feeder plan or 
when adrrnmstratrve 
purposes have been 
served, whichever is 
sooner. AUTH: Nl-
AFU-90-3 

destroy when 
superseded or 
cancelled. AUTH Nl-
AFU-90-3 

destroy after 5 years 
AUTH' NI-AFU-90-3 

troy 2 years after the 
per el action or 
after e action has 
been audited, 
whichever sooner. 
AUTH:Nl- -90-3 

destroy after 5 years ~ 
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TABLE 34-12 I
 
Continued. I
 

A B C D
 

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

I""
General File traimng contammg correspondence, 5 years after 

memoranda, agreements, completion of specific 
authonzations, reports, requirement training program 
reviews, plans, and objective relating AUTH. NI-AFU-90-3 
to the establishment and operation of 
training, courses and conferences 

75 background and workpapers such as destroy after 3 years 
r-. 

-

NAF Tra~ 
BackgroundIWor . trairung schedules, attendance records, AUTH. NI-AFU-90-3 
g Papers sos of specificcourses and 

summaries at training 
s 

76 NAF Traimng - Aids traimng Ids such as manuals, destroy when obsolete 
syllabuses, tbooks, and other or superseded. AUTH: 
trammg aids de loped by the Air NI-AFU-90-3 
Force for NAF emp ees as well as 
traming aids from 0 r federal 
agencies or pnvate institution 

77 NAF Employee employee trammg records ~~ destroy after 5 years or 
Training Records correspondence, memoranda, report , when superseded or 

and other records relatmg to the obsolete whichever is 
availability of trainmg and employee sooner. AUTH: NI-r-,
participation in traimng programs AFU-90-3 

78 NAF Training - course announcement files containing destroy when 
Course reference files of pamphlets, notices, superseded or obsolete<,Announcements	 catalogs, and other records which AUTH: NI-AFU-90-3 

provide mformation on courses or 
programs offered by government or <,nongovernment organizations 

79 (RESERVED)(see
 
~SER~
note 13)
 

80 (RESERVED)(see
 
note 14)
 . .... 

NOTE(S): 
I. On inactivation of the installation, notify the National Personnel Records Center, NPRC (CPR) of the closing date,
 

name, and location of the installation assuming custody of the personnel records and individual earning records of NAF
 
employees. Ifno installation IS assuming custody, send records to the NPRC (CPR)
 
2 An exception to the authonzed disposition IS made for records: (requests for exception must be submitted through
 

SAF/AAIQ to NARA) a Required m support of legal matters (I e, claims, cnminal, or other actions) Such record IS
 
disposed of after action IS resolved and the specified retention period has elapsed. b. For which a foreign government law or
 
agreement specifies a longer retention penod c For non-US employees whose countnes have a unique requirement to
 
warrant a longer retention, see AFI 37-138, table 3-1, note 1.
 
3 Transfer to the NPRC in any volume NPRC (CPR) will destroy 65 years after separation from Federal service, If re-

employed dunng authorized retention penod, forward folder to gam 109 actrvity upon request. When an employee is
 
transferred to another NAF Instrumentality, transfer the folder directly to the gaining activity.
 
4. Supervisor's explanation, related records of circumstances or oral notice of proposed action affectmg resignation Will not 

be forwarded With the employee's OPF either to another federal agency or the NPRC 
5. Retain folders of Turkish employees 10 Turkey after termmation of employment until no longer needed to satisfy Turkish~, 
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legal requirements, then destroy. Retain folders of Filipino employees in the Phihppines for 20 years after termmation of 
employment, then destroy. 
6 For employees covered by the NAF Automated System, send folder to NPRC (CPR) 
30 days after separation. 
7. Use table 36-26, rule I for Basic Program records reflecting basic delegation of authority (comments and coordination) 

and development of policies, procedures, and methods for conducting all phases of the NAF AF Civilian Personnel 
Administration Program. 
8. See table 36-32 for other supervisor's/manager's personnel records not covered elsewhere in this schedule. 
9. Use table 34-12, rules 21, 22, & 23 (as apphcable) for Apphcations for Employment (for personnel accepted for 

employment), Accepted Offers, Referral for Consideration (DO Form 359)(for selected personnel), and Appraisals/. 
Performance Ratmgs (CCPO copy) completed by managers/supervisors Use left side of OPF for Referral for Consideration 

and AppraisalslPerfonnance Ratings 
10. Use table 34-12, rules 18 or 1801 (as apphcable) for Referral for Consideration (DO Form 359)(for personnel not 

selected) and Declined Offers. 
11. For records ofNAF employees who have been separated and reemployed at another installation dunng authonzed local 

penod, transfer OPF to gammg CCPO upon request 
12. Use table 34-12, rule 35 or 36 (as apphcable) for inspections, audit, survey files, correspondence, memoranda, reports, 

and other records relating to mspections, surveys, desk audits, and evaluations related to position descriptions. 
13. Use table 36-26 for evaluations/mspecnons (conducted by HQ USAF and MAJCOMs) ofNAF personnel management 

and admmistration reports and significant related records 
14. Use table 36-27 for records-pertainmg to retired members of the uniformed service consisting of record ofappomtments 

and proposed appointments that were disapproved 
15. Race and National Origin Identification (SF 181 and OPM Form 1468) may be retained temporarily until the data has 

been entered into the agency's system validrty/corrective procedures have been completed, then the form must be destroyed 

These three rules (mvolving temporary electronic records) apply to all rules in the precedmg table, With the 
exception that rules "a" and "b" do not apply to rule 67: 

A B C D 

If the records which 

RULE are or oertain to conslstlna of are then 

a Electronic systems electroruc records destroy on expiration 

that replace of the retention period 
temporary hard previously approved 

copy records for the correspondmg 
hard copy records 

b electroruc records destroy when the agency 
that supplement deterrrunes that the elec-
temporary hard copy tromc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrrunistrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requrrements 

c Electroruc copies that are destroy atter recofCIKeepmg 
created usmg copy has been created and 
electroruc mall and filed or when no longer needed 
word processing or for reVISIOn, dissemination, or 
form filler software reference, whichever is later 



TABLE 34-13 

NAF ADMINISTRATIVE MANAGEMENT RECORDS 

A B C D 

If the records are 
consistin of which are then 
a charter, articles of agreement or at the Air Force retire as permanent 
constitution and bylaws, minutes of MWRA Board at HQ (See Note). AUTH: 
meetings, agenda, pohcy directives, AFSVA NI-AFU-86-4 
program authorizations and changes 
thereto, reports, studies, charts, maps, 
and correspondence relating thereto 
that provide a chronology of NAF 
rogramming and operations from the 

of an instrumentality 
the discontinuance of an 
e dissolution of a fund 

1.01	 at all other NAF destroy 7 years after 
activities	 dissolution of NAF 

instrumentahty. 
AUTH: NI-AFU-90-3 

1.02	 records in rule 1 that are ch s to destroy when no longer 
policy directives, progr needed AUTH: Nl-
authonzations, and/or background and AFU-90-3 
su ort a ers , 

2 inspection reports	 inspections conducted by command destroy on 
requirements or as directed by higher discontinuance of an 
authonty activity, or fund, 

whichever is sooner. 
H. NI-AFU-90-3 

3 organizational charts	 separate charts outlining m detail each
 
se ment of the NAF or amzation
 

supporting data, pertment changes, destroy when
 
and related correspondence needed AUT
 

AFU-90-3 

NOTE: Transfer to the National Archives in 5-year blocks when latest record is 25 years old. 



,
 

These three rules (involving temporary electronic records) apply to all rules in the preceding table, WIththe 
exception that rules "a", "b", and "c" do not apply to rule 1 

A B C D 
If the records which 

RULE are or nertain to conslstlna of are then 
a Electronic systems electromc records destroy on expiration 

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

hard copy records 
b electroruc records destroy when the agency 

that supplement deternunes that the elec-
temporary hard copy troruc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adnumstranve, 
are retained to meet legal, audit, or other opera-
recordkeepmg tional purposes 
requirements 

c hlectrolllc copies mat are aestroy arter recorckeepmg 
created usmg copy has been created and 
electroruc mail and filed or when no longer needed 
word processing or for reVISIOn,dissenunation, or 
form filler software reference, whichever ISlater 



TABLE 34-14
 

NAF FINANCIAL MANAGEMENT
 

A B C D
 

If the records are 
consistin of which are then 

merchandise, payroll, profitlloss, cash at NAF Accounting destroy after 5 years 
flow, and capital expenditure budgets Office (NAF AO) as a AUTH. NI-AFU-90-3 

result of monthly, 
quarterly, or yearly 

t----------------t budgeting practices 
2 on advanced approvals of
 

xpenditures for fixed assets, such as
 
izations for Improvements,
 

o buildmgs, purchase and 
installation 0 

2.01	 at NAF activities destroy after 1 year or 
when no longer needed, 
whichever is sooner. 
AUTH: NI-AFU-90-3 

3 financial statements statements (includmg consolidated), destroy after 5 years. 
1--__ --1 and reports re orts of audit and of ins ections AUTH: NI-AFU-90-3 

4 monthly and quarterly statements and destroy after 4 years. 
reports, with substantiating data AUTH. NI-AFU-90-3 

4.01	 destroy when no longer 
activities ded. AUTH: Nl-

5	 working papers and other support data
 
relating to statements and reports m
 
rules 3 and 4
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TABLE 34-14 I 
Continued. I 

A 

R 
U 
L H the records are 
E or pertain to-, 

6.01 

6.02 

.... 

7	 claims 

8	 board proceedings 

9	 NAF custodian 
certificate 

9.01 

10 insurance 

11 

B 

consisting of 
informational copies of unit fund 
statements and reports, WIth related 
correspondence (including retained 
copies ofprepanng activity reports) 
computer hstmgs of command input 
compnsed of edit, error, out-of-
balance and discrepancy data used for 
mternal processing 

monthly and quarterly consolidated 
command reports, such as statement of 
financial condition, statement of 
income and expense, NAF statement 

~yee census and other related 
all fund categories; e.g., 

membership, revenue 
19 and special funds 

reports incidents, supporting and 
backgroun evidence, WIth related 
corresponden that reflect on the loss 
of funds, accid s, entnes/ormssions 
10 official ords, rmhtary 
disciplmary actions d/ or criminal 
actions 

reports, supportmg data, ~ 
correspondence that relate NAF 
losses and investigations thereo 

memorandum receipts of cash, other 
negotiable instruments, certificates of 
inventories of assets and liabilities 
assumed by a temporary replacement 
or successor custodian 

property, group hfe, accident and 
health, theft, burglary/robbery, money 
and security, Workman's 
Compensation and Employer's 
Liabihty, Fidelity, required for 
protection of all NAF assets 

control registers which provide a 
detailed record of all policies and self-
insurance owed that are also used to 

. AFMAN 

C 

which are 

at other than prepanng 
activities 

atHQAFSVA 

at HQ DF AS-DE and 
HQAFSVA 

~ 

~nanC1W fficers 

at NAF actiVlti~ 

37-139 1 March 1996 

D 

then 

destroy after 4 months. 
AUTH: Nl-AFU-90-3 

destroy after 5 years 
AUTH. Nl-AFU-90-3 

destroy 4 years after 
claim is settled or 
otherwise closed. 
AUTH. NI-AFU-90-3 

destroy after 3 years 
(EXCEPTION. when 
data is needed to 
support a claim, rule 7 
applies). AUTH: Nl-
AFU-90-3 

destroy 12 years after 
change of custodian 
AUTH: Nl-AFU-90-3 .
 

destroy 1 year after 
change of custodian 
AUTH: Nl-AFU-90-3 

estroy	 4 years after 
e iration, 
dIS tinuance of the 
protec n, or 
hquidati of the fund, 
whichever sooner. 
AUTH' Nl-Al -90-3 

destroy after 2~ 
AUTH: Nl-AFU-9 



331 AFMAN 37-139 1 Ma~ch 1996 

TABLE 34-14 I 
Continued.

DCB
R
U
L 
E 

A


H the records are
 
or pertain to	 consisting of which are then 

compute the charges to be amortized 
each month 

12 ~ I'(loans and grants requests for loan/grant, legal destroy 5 years after 
Instruments (contract or agreement), expiration, cancellation 
and related control data used for or termmation of loan 
control of payments made, balances or grant. AUTH. Nl-
due, etc AFU-90-3 

13 Investme~ savings bonds, treasury notes, bills, destroy 5 years after 
(governmen or bonds and certificates, and documents transfer or hquidation 
government ency used to negotiate transfer, reissue, of the security. AUTH: 
securities) deposit, and for redemption of the Nl-AFU-90-3 

securities used for control of payments 
i'wade, balances due, etc. 

14 general ledger '_ l~_~~eets In accounting books of destroy after 6 years, 3 

final,ry months 
AFU-90-3 

AUTH: NI-

15 journals, registers basic bo~~ of accounts wherein all destroy after 3 years. 
and ledgers classes of ~sactions are originally AUTH. NI-AFU-90-3 

recorded ge ral Journals, cash 
receipts, journa check registers 
(cash disbursement ournals), voucher 
registers (accounts p ble ledgers), 
recurring or closing jo als, payroll 
JOurnals 

15.01 Transaction Machine 
Cards and Listings 

dally/monthly documents, ~1~Udmg 
accounts receivable (credit b ce, 

destroy 45 
completing 

days after 
necessary 

statements, delinquent accounts t, reconciliations with 
alphabetic sequence hst), accoun pertinent records 
payable (vendor hst, abbreviated AUTH· NI-AFU-90-3 
vendor hst, released invoice list, 
vendor analysis report, cash 
requirements, aging report, vendor 
change register, distribution journal, 
voucher register), consohdated 
banking (cash reconcihation list, 
conversion hst), general ledger (chart 
of accounts, accounting penod list, 
reference code list, detail list by 
account, detail list by journal, year to 
date summary, report file hst-oprIBS, 
budget summary report, list of assets), 
Inventory (inventory master, file 
maintenance audit report, transaction 
Journal, Inventory status report, 
cntical Inventory, out of stock report, 
slow moving Item report, control 

L..-....;1;;..;6,---, working funds 

ledger report) 
reports, bank checks (tnphcate copy), record copies at NAF destroy after 4 years A 

45 

I 
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TABLE 34-14 1
 
Continued. I
 

A B C D
 

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

petty cash vouchers (duplicate), and AO reflectmg all on liquidation of the 
copies of bank deposit slips deposits, funds, provided a 

reimbursements, and a terminal audit is 
runmng balance of satisfied; if 
cash m the bank discrepancies areI'" involved, see table 65-

3. AUTH' NI-AFU-
90-3 

16.01	 copies at preparing destroy 120 days after 
activities month prepared. 

AUTH: NI-AFU-90-3 

17 monthend records of bank Cash Management destroy after 2 years.wor~, 
papers and Investment Program (CMIP) AUTH. NI-AFU-90-3 

- a.twns. and other audit 
papers used for detailmg 
ledger control account 

c 

18 daily reports reports 0 detail merchandise, cash, record copies destroy after 4 years, 
sales, food, ervice, etc., with sales reflecting in summary provided account is 
slips, cash r ister tapes, register a report on cash and clear. AUTH: Nl-
adjustment, ch e, credit transfer, charge sales used to AFU-90-3 
retail pnce chan , cash receipt support entries on the 
vouchers, and other re ed records consolidated daily 

report 
18.01	 all other copies destroy 120 days after 

month prepared 
AUTH NI-AFU-90-3 

19	 consolidated dally reports "record copies used to destroy after 3 years, 
provided account IS~ entries in cash 

ts Journals and clear. AUTH' Nl-
postmg the AFU-90-3re accounts 

receiva ledger 
19.01	 destroy 120 days aftera110ther~ 

month prepared. 
AUTH NI-AFU-90-3 

20 (RESERVED) (RESERVED) 
21 accounts receivable mdrvidual subsidiary records of office of record cop I!, destroy after 4 years, " amounts due the fund, and supporting reflecting merchandise £d the ac~t is 

documents sale on credit baSIS AUTH. Nl-
0-3 

21.01	 copies at using 
de~~~ afteractivities other than month prepared. 

the office of record AUTH: Nl- -90-3 

22 prepaid expense accounts control data used to destroy after ~ (deferred charge)	 determme charges to be amortized AUTH. NI-AFU- -3 
each month reflecting the balance of 
an expenditure carried forward to be 
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TABLE 34-14 l 
Continued. I 

A B C D
 

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

wntten off in one or more following
 
periods 

23,\ disbursements	 checks, separate accounts payable destroy after 4 years. 
vouchers with support 109 purchase AUTH: NI-AFU-90-3 
orders, receivmg report mvoices, petty 
cash vouchers that reflect on purchases 
of merchandise, supphes and services 

24 checks 10 payment of proceeds ofloans destroy when loans or 
or other receivables receivables are closed. 

AUTH: NI-AFU-90-3 

25 open mess copy of guest check that reflects on see table 34-6. AUTH: 
checks food and beverage items purchased or NI-AFU-90-3 

~ 

~ ~charged by member or guest 
25.01	 ~~f guest check that reflects on 

ze liquor sales 

26 latch~copy of guest check 

27 bingo signatur heets and other pertinent record copies destroy after 2 years. 
data	 reflectmg prizes AUTH: NI-AFU-90-3 

awarded and related 
transactions 

27.01	 all other copies destroy 120 days after 
month prepared. 
AUTH: NI-AFU-90-3 

28 machine reports	 record copies destroy after 2 years.vending and amusem.~
 
reports, reimbursement sl slot reflecting mcomes AUTH: NI-AFU-90-3
 
mach me Jackpot receipts	 from various machines
 

28.01	 all other copies destroy 120 days after 
month prepared. 

~ AUTH: NI-AFU-90-3 

29	 collection cash collection receipts r rd copies destroy after 4 years. 
refl ing collection of AUTH: NI-AFU-90-3 
NAF membership 
dues, concession . 
income related 
collections 

29.01	 all other copies '\ destroy 120 days after 
month prepared 
AUTH. NI-AFU-90-3 

30	 receipt books and duphcate receipts record copies ~~y after 1 year. 
H· NI-AFU-90-3 

30.01	 all other copies d.~after 
month prepared. 
AUTH: -90-3 

31 accounts control records record copies
 
d.m~4~
NAF membe ip IS 

cancelled or oth .se 
terminated, provi 
the account IS clear. 

47 



334 AFMAN37-139 1March 1996 

TABLE 34-14 

Continued. 
A B C D 

If the records are 
consistin of which are then 

AUTH: NI-AFU-90-3 

all other copies destroy 120 days after 
NAF membership is 
cancelled or otherwise 
terminated, provided 
the account is clear. 
AUTH. NI-AFU-90-3 

32 film mspection reports, financial destroy after 2 years. 
statements, payroll vouchers, AUTH' NI-AFU-90-3 
reconciliation of receipts and tickets, 
cashier reports, admission ticket 
accounts, attendance rosters, paid/free 
admission, cash/disbursement books, 
ank statements, and cancelled checks 

33 book I cial statements, certificates of destroy after 4 years 
data mve ones and other data pertaining (EXCEPTION: destroy 

to mte al/external transactions (Air records required _ for 
Force/oth government agencies support of any claim, 

curement and resale of cnminal or other 
action, when action is 
resolved, provided the 
retention period has 
elapsed). AUTH: Nl-
AFU-90-3 

34 

35 control records on control logs, registers and des destroy after 2 years. 
accountable coupons, certificates used to control this AUTH- NI-AFU-90-3 
tokens, chits, etc credit s stem 

36 hospital fund ledgers, Journals, council destroy after. 4 years 
accounts cash/disbursement receipts, financial (EXCEPTION: destroy 

statements, cash vouchers, vendors records required for 
mvoices, contracts and purchase support of any claim-
orders that reflect on the cnnunal or other 
adnumstration of activities financed by action-when action is 
central and individual hospital funds resolved, provided the 

retention period has 
elapsed) AUTH: Nl-
AFU-90-3 

37 property records stroy after related 
pr erty is disposed of 
(EX PTION: destroy 
records required for 
support 0 any claim, 
cruninal other 
action, when a .on is 
resolved, provide the 
retention period 
ela sed. AUTH: Nl-



335 AFMAN 37-J3'9 1March 1996 

TABLE 34-14 1 
Continued. I 

.A B C D 

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

AFU-90-3 

~ Individual Earnmg records of wage payments subject to record copies destroy 4 years after 

~ Data taxes, containing the amounts, dates, year wages are paid 
name, address and occupation of For exceptions see note 
employee, penod of employment, 4. AUTH. 

'" 
social 
annual 

security data, quarterly and 
tax returns filed, and the dates 

GRS2,ITEM18c 

and amount oftax money deposits 

38.01 Indi"'d~ 
Records 

Pay 
"\ 

mdividual pay records, forms or 
mechanized hstmgs in lieu thereof, 
used to record information concerning 

send to NPRC 
when records 
payroll years 

(CPR) 
are 3 

old, 
all earnings, deductions and whether audited or 
adjustments made to each employee's unaudited, where they 

ay dunng a calendar year are ehgible for 
destruction 56 years 
after date of last entry 
or with personnel 
folder (See Notes 1 and 
2). AUTH' 
GRS2,ITEMl 

38.02 Individual Earnmg not record copies destroy 90 days after 
DatalPay Records - month prepared. 
Copies AUTH: NC l-AFU-79-

35 
39 individual earning employees withholding ~tion retain as long as in 

data certificates (W4s) '" effect and for 
additional years; 

4 
and 

destroy (EXCEPTION: 

39.01 NAF Individual payroll preparation and processing 

-, for Army and Air Force 
Motion Picture Service 
(AAFMPS), see note 
3). AUTH. NI-AFU-
90-3 
destroy •after GAO 

Attendance and copies audit or when 6 years 
Overtime old, whichever is 

sooner (see notes 2 and 
6) AUTH' 

~RS2,Item3a(l ) 
39.02 NAF Individual 

Attendance and 
Overtime - Other 
Copies 

39.03 NAF 
Attendance 

Flexitime supplemental time 
records, such as 

and attendance 
sign-in/sign-out 

destroy
audit or 

a~AO 
when years 

sheets and work reports, used for time old, whicheve is 
accounting under flexitime system sooner (see notes 2 d 

7) AUT . 
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TABLE 34-14 I 
Continued. I 

A 

R 
U 
L	 H the records are 
E	 or pertain to 

"--, unit funds 

41 

"-

42	 minutes of meetings 

43	 packaged alcohohc 
beverage sales shps 

43.01 sales shp book log 

44	 (RESERVED) (see 
note 5) 

44.01 

44.02 

44.03 

44.04 

44.05 

44.06 

44.07 

45 collection sheets and 
fee registers
 

46
 

46.01 

47 

47.01 

B 

consisting of 

requests for funds (cash..
disbursements), recervmg reports, 
invoices, minutes of council meetings, 
other fundmg data, and related 
correspondence 

purchase orders, charge purchase 
register, vouchers, cash control 
records, other funding supplementary 
data, and related correspondence 

minutes serv~trOI of fund 
expenditures (n a duphcation of 
minutes covered ewhere in this 
regulation) 
sales shps/purchase regI'-

sales shp book logs used to ~~~he 
Issue, use and destruction of sale ips 

'\ 

bowlmg lane score sheets 

field ration mess supplemental service 
charge collection sheets 

golf course fee registers, swimmmg 
lessons and pool registers, etc. 

.AFMAN 

C 

which	 are 

at squadrons or below 
for on-base activities, 
Reserve components, 
and for isolated units 
administered by a 
NAFAO 

at squadrons or below 
or at unit fund 
custodIans who are 
authorized separate 
accounting by 
MAJCOMs 

held by fund 
custodians 

at a1cohohc beverage 
outlets 

1'-,
"-'-

"-"
 "'-
~ 

record copies 

all other copies 

record copies 

all other copies 

37-139 1 March 1996 

D 

then 

GRS2,Item3b 
destroy when notified 
by NAP AO that 
account is in balance. 
AUTH. NI-AFU-90-3 

apply disposition 
instructions in table 34-
14 across the board, as 
appropnate 
(EXCEPTION: where 
volume is small, 
records may be retained 
intact until 4 years after 
close of FY in which 
funds were allocated; 
and destroy) AUTH: 
NI-AFU-90-3 

destroy with related 
accountmg records 
AUTH: NI-AFU-90-3 

see table 34-5. AUTH: 
NI-AFU-90-3 

(RESERVED) 

.
 

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

~~y after 2 years 
H: NI-AFU-90-3 

des~. daysafter 
month prepared. 
AUTH' AFU-90-3 

destroy aft_~tears. 
AUTH' NI-AJ 90-3 

destroy 120 da;$
month prep. 
AUTH: NI-AFU-90-3 

~o 
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TABLE 34-14 

Continued. 
A B C D 

H the records are 
consistin of which are then 
documents that may not be included in destroy after 3 years, 
specific detail In rules 1 through 47, provided related 
providing detailed transaction accounts have been 

reakdown in support of vouchers or audited or inspected or 
ac entries (maintained with otherwise cleared for 
the voucher separate reference disposal. AUTH: Nl-
collection), debit or c vice, fund AFU-90-3 
allocanon authorization d 
excerpts of council actions; board 0 

officers' actions; inventory 
adjustments, legal records of 
estabhshment or cancellation of 
claims; other necessary authorization 
In su ort of accountm entries 

NOTE(S): 
1 In shipping records to the records center, Include copies of payor leave records which were forwarded for use in 

settlement 'of claims (If during the payroll year, a change IS made from machine to manual posting or VIce versa, intertile 
the forms used without regard to the difference In size Makmg an adding machme tape of the yearly total of net payments. 
Tape total must equal the net pay total for year shown on the payroll control register. The tape is retained by the civilian pay 
area and disposed of with the related payroll register.) Pack records for shipment as stated m chapter 7. List the name and 
location of all bases, 'stations, etc, other than parent organization, for which civihan payroll services were performed durmg 
the period covered by the records being shipped. 
2. At time of inactivation or consolidation of payroll offices, records that have not reached the age specified for disposal 

will be forwarded to the gainmg payroll office, which WIll dispose of the records m accordance with this table. 
3. For onginal W4s at HQ AAFMPS, retain as long as in effect; destroy after 4 additional years. For duphcate W4s in 

theater files, retain as long as in effect or until employee is separated, then destroy. 
4. For Turkish employees, retain In Turkey after termination of employment until no longer needed to satisfy Turkish legal 

requirements, then destroy 
5. For Chaplain Funds, records pertaimng to administration of chaplam funds, see table 52-1. 
6. At supervisory, approval authority, or adrrurustrative levels, documents may be retained In office until eligible for 

destruction 
7. Vanable and flexitime records are held at supervisor's operatmg area until eligible for destruction 



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 .t.leccromc copies	 mat are oestroy aner recoroxeeping 
created using copy has been created and 

~ electronic mall 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 34-15 

NAF REAL PROPERTY MANAGEMENT RECORDS 

A B c D 

If the records are 
consistin of which are then
 
deeds, court orders, land survey notes, destroy 10 years after
 
maps, land title opinions, abstracts of uncondmonal sale or
 
certificates of title, and other evidences release of conditions,
 
of title, mcluding purchase contracts, restrictions, mortgages,
 
agreements, court proceedings and or other closure,
 
Judgments entnes, documents of termination, or
 
payments, additional land cancellation of
 
descriptions, WIth related agreement. AUTH:
 
correspondence that document the NI-AFU-90-3
 
acquisition of property by purchase,
 
donation, condemnation, exchange,
 
and other such actions
 

2 ividual property cards or ledger transfer with property 
sh showing onginal costs, major on jurisdictional 

ment, depreciation, and other transfer or return of 
th supporting project property to local 

estimates, ustificanons, transfer (CONUS) or foreign 
vouchers, riVIng reports, and (overseas) government 
correspondence ssential to the control. AUTH· Nl-
utihzation of fixe sets or physical AFU-90-3 
property, which shall ain with the 

3 destroy 5 years after 
buildings or equipment related property or 
disposed of by lease equipment IS disposed 
demohtion, or salvage of, provided any needed 

corrective action IS 

accomplished per table 
65-3. AUTH: Nl-
AFU-90-3 

3.01	 monthly/quarterly property listings destroy after 2 years 
AUTH. NI-AFU-90-3 

3.02 copies	 destroy • when next 
activities	 hstmg is determined 

AUTH. Nl-

3.03	 work copies stroy on receipt of 
AO and used for other hstmg. AUTH: 
than invento -90-3 

3.04	 at NAF AO and used after 
for annual and 
disinterested party 
inventory, and inventory, 
inventory team work AFU-90-3 

a ers 
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TABLE 34-15 

Continued. 
A B C D 

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

surplus	 correspondence, reports, vouchers and destroy after 5 years, 
attached supporting data, stock records provided any needed 
cards, tum-in slips, shipping records corrective action IS 

that reflect status of all transfers, accomplished per table 
aorfal&l,QWjs, 65-3. AUTH. Nl-or disposals of property 

AFU-90-3 
5 property/equipment requisitions, Issue destroy on return of 

control - records), other control a, properties, or when 
related correspondence that serve to superseded by 
mom tor requests for Issuance or return receipt or 
of properties 

6	 (RESERVED) (see 
note 

NOTE: For Chaplains' Nonexpendable Property records and related data, see table 52-1. 

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 
copy records 

previously approved 

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 adrrumstrative, 
are retained to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

c Electroruc 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 



TABLE 34-16 I 
NAFPROCUREMENTRECORDS I 

A B C D 

R 
U 
L If the records are 

I.. E or pertain to consisting of which are then 
mdividual case files bids, contracts, modifications, or see table 64-1. AUTH. 

change orders, with other contractual NI-AFU-90-3 
instruments, supporting data, and 
related correspondence pertaimng to 
the procurement of supplies, 
equipment, and services that include 
contracts for construction, 
modifications of facilities, and other 
services, except concessionaire 
services 

2 invitations forbb~ bids, abstracts for bids, and other data, successful bids forward for inclusion in 
with related correspondence pertaining individual case file (see 
t 0 ement by formal advertising rule 1). AUTH: Nl-

ts for proposals when made AFU-90-3 

3 
-- ion ~----------------4-----------------~unsuccessful bids (no destroy after 3 years. 

award made) AUTH. NI-AFU-90-3 

4 individual vendor catalogs, br ures, and miscellaneous destroy when 
files matenal m tmg supplies and superseded, obsolete, 

services offere by each vendor; no longer needed, when 
correspondence re dmg changes of vendor IS removed from 
address, maihng hsts, d comparable list of suppliers, or on 
records mactivation of the 

activity, whichever is 
sooner. AUTH: Nl-
AFU-90-3 

5 concessionaires approved applications forward for inclusion m 
prospective concessionaires case file (see rule 7). 

AUTH: NI-AFU-90-3 

6 disapproved applications destroy when service IS 

prospective concessionaires from '" considered undesirable, 
AUTH. NI-AFU-90-3 

7 case files contaming approved destroy 4 years after 
apphcations, agreements, financial termmation or 
statements, certificates of msurance, cancellation of the 
data on installation of equipment, agreement. AUTH: 
fixtures, that reflect on various NI-AFU-90-3 
mdependent concessions, such as 
barber and beauty shops, news stands, 
etc I\. 

8 letters of complaint, notices of destro 1 year after 
noncomphance with the agreement, terrrunati of 
reports of violations of fire, sanitation, agreement. AUTH: 
security, traffic regulations that reflect NI-AFU-90-3 
on vanous mdependent concessions, 
such as barber and beauty shops, news 
stands, etc 



These three rules (involving temporary electronic records) apply to all rules m 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 detemunes 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, audrt, or other opera-
recordkeeping tional purposes 
requirements 

c nrectroruc copies mat are destroy aner recorakeepmg 
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 



TABLE 34-17 I
 
NAF SUPPLY RECORDS I
 

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

K merchandise stock a perpetual inventory comprised of destroy inactive file 
forms and cards showing, by item, the after 2 years. AUTH' 
receipt, issue, balance on hand, and NI-AFU-90-3 
unit cost placed in an inactive file 

-. when stock reaches a zero balance and 
IS not to - be restocked, or when 
balances are transferred to a new card 
or form 

2 fOodandse~ monthly inventory sheets destroy after 2 years. 
AUTH. NI-AFU-90-3 

3 theater eqUlpmen~ consolidated property records, such as destroy I year after 
receipt of new~'dS' receiving reports,_. ouchers, related records,	 consolidated property 

f the receipt, issue, and record. AUTH NI-
h item of nonexpendable AFU-90-3 
ecnon and theater 

t 
4 requisitions ongmals of r~s for merchandise destroy after 2 years. 

for central or com rable storerooms AUTH. NI-AFU-90-3 

5 copies of above destroy after 2 months -, AUTH: NI-AFU-90-3 

6 vouchers onginals of merchandise ~ers or destroy after 2 years. 
adjustment accountability vou ers AUTH: NI-AFU-90-3 

7 copies of above destroy after 2 months 
AUTH: NI-AFU-90-3 

8 apphcations letters of application for bulk supphes " destroy after I year 
AUTH: NI-AFU-90-3~ " 

9 ration cards and certificates covenng the destruction of	 destroy after 2 years.<,coupons used and unused cards and coupons AUTH. NI-AFU-90-3 

10 certificates or affidavits concernmg the -,loss of cards 

11 control registers . 
12 unused obsolete, mutilated, or -, destroy when no longer '" termmated ration cards/coupons issued entitled to ration 

to mihtary and civilian personnel for rivileges, on 
use in mihtary exchanges to ration a mphshment of a 
selected Items new anon card or 

when c red m rule 9, 
10, or II. UTH' NI-
AFU-90-3 

13 Japan Central sales slips reflecting on Chinese-type destroy 3 ~ 
Exchange merchandise	 date of sale A : 

NI-AFU-90-3 

57 



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 cons istine: 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 clectrOnIC 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 

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

:-
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TABLE 34-18 I 
NAF RECREATIONAL SERVICES RECORDS I 

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

<,
'<, pubhcity monthly schedules of actrvities, destroy when no longer 

Informational bulletins, leaflets, and needed. AUTH· NI-
related published data that reflect on AFU-90-3 
NAP club activities or other recreation 
programs 

2 applications for membership, related destroy I year after
rnonnbe'~ correspondence, issuance of member termination of 

cards or plates, letters of resignation, membership. AUTH·5suspens ions that reflect 00 NI-AFU-90-3 
hip, pnvileges of swimming ~ 
If courses, etc 

3 destroy 2 years aftercontrol'~ 
final entry. AUTH: 
NI-AFU-90-3 

4 billetmg see table 32-21.bed cards 0' cegi'~
accommodations receipts used In heu of cards that AUTH: NI-AFU-90-3 

pertain to visiting officer rters 
(VOQs) and transient airman q ers 
(TAQs) 

5 accommodations records for room or 
bed occupancy controls that pertain to r-,VOQs and TAQs 

6 theater authonzations for working balances, destroy when 
motion picture schedules, employment superseded, obsolete, or<,of personnel, and related data cancelled. AUTH: NI-

~-90-3 
7	 operational data pertaining to 

presentation of programs, cancellation ~2Y= AFU-90-3 
of showings, and related data 

8 (RESERVED) (RESERVE~
9
 

10
 
• 



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	 electroruc 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-
recordkeepmg tional purposes 

requirements 

c Electroruc copIes""- mat are uestroy arter recorckeepmg
 
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
 

35. Public Affairs. These tables cover records relating to policies and procedures for internal mformation and community 
relations programs; and information and advice regarding an internal information effort which will mform and motivate 
AIr Force personnel, mamtain haison WIth public news media, promote public understandmg of AIr Force activities, and 
develop and mamtam cooperation between the AF and the community. 

60
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A 

If the records are 

affairs 

1.01 

2 

2.01 recruitmg hometown 
news releases 

3 biographical files 

4 

B 

consistin of 
pubhc affairs releases to news media, 
mcludmg stanstical reports, data 
sheets, news releases, speeches, 
scnpts, briefings, answers to queries, 
photographs, shdes, motion pictures, 
Videotapes, background material, 
clippmgs, audio recordings, and pubhc 
service radio programs 

releases to local news media for 
enhstments 10 the delayed enhstment 
program and enhstment or 
commissionm into the USAF 

biographical sketches, photographs, 
news chppmgs, and related 
correspondence reflecting on the 
careers of AF members (rruhtary and 
civilian) who have performed 
outstanding services for the AF 

c
 

which are 
copies other than file 
copies 

originals or official 
file copies on any 
subject which are 
determined by the 
Pubhc Affairs Officer 
to be routine or having 
no lasting or only 
temporary significance 
to the unit's mission, 

ohcies, or status 

ongmals or official 
file copies which are 
determined by the 
Pubhc Affairs Officer 
to be of lasting 
significance in relation 
to the unit's mission, 
policies, status and all 
original releases of the 

ce of Pubhc 
. s SAFIPA 

for 
transferrmg 
AF installation 
another 

for crvihans who 
transfer to another 
government agency or 
separate from the AF 
(except for those 
covered brule 6 

D 

then 
destroy when no longer 
needed AUTH: Nl-
AFU-90-3 

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

renre as permanent 
(See Note 5). AUTH: 
NCI-AFU-78-1 (GRS 
14/1b(l» 

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

to gaining 
activity on transfer of 
individual AUTH: 

-AFU-90-3 

destroy separation of 
individual m the AF. 
AUTH. Nl- -90-3 

"
 



- -
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TABLE 35-1 I
 
Continued. I
 

A B C D
 

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

at SAFIPA	 transfer files to HQ 
USAF OPR on 
separation from the AF. 1,\ AUTH: NI-AFU-90-3 

6 at HQ AFSINC for retire as permanent 
retired general officers (See Note 2). AUTH' 
and appointed officials NC I-AFU-83-86 
(See Note 1) 

7 at MAJCOMs for VIP destroy on separation of 
civilians mdividual from the AF. 

AUTH: NI-AFU-90-3 

7.01	 at MAJCOMs and destroy when no longer 
below for active duty needed. AUTH: NI--
and retired general	 AFU-90-3 
officers 

8 (RESERVED) (RESERVED) 
9 all files other than destroy - 5 years after 

rules 3 through 7.1	 separation of individual 
from the AF. or when 
no longer needed (See 
Note 3). AUTH. Nl-
AFU-90-3 

10	 special events correspondence, mmute f meetings, destroy after 4 years, or 
planning	 photographs, plans, layout awings, when no longer needed, 

manpower requirements, ogress whichever is sooner 
reports, and similar records u in AUTH' NI-AFU-90-3 
planning rrnhtary ceremo , 
retirements, funerals, dedication 
special hohdays, parades, etc. \.. 

11	 pubhc affairs offices hometown news release data, with destroy when no longer 
files of hometown background or supporting matenals needed or send to 
news releases and related correspondence gaming. mstallation 

public	 affairs office If 
news IS of sufficient 
mterest. AUTH. NI-
AFU-90-3 

12 card index file	 names, dates and news subjects of each at pubhc affairs offi~ destroy after 1 year. 
news release form forwarded to Home ~UTH NI-AFU-90-3 
Town News Center 

12.01 log books ~en no longer 
neede AUTH. NI-
AFU-90-

13 speakers bureau files biographical data, 8" x 10" glossy 
destroy ~ photograph, type of orgamzation and individual IS arated 

events for which speaker IS best SUIted, from the AF, or d to 
subject matter he IS best qualified to gaining activity n 
present, and record of speeches and transfer of indlvidua. 
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TABLE 35-1 I 
Continued. I 

A 

R 
U 
L If the records are 
E or pertain to 

'-
AF newspapers and 
news periodicals '\

15 

16	 national s~
 
orgaruzations
 

17 -" 18 

19 

20 pohtico-rmhtary 
matters 

21 rtmeraries of visits 

22	 basic pubhc affairs 
records 

23	 distinguished VISitor 
program 
documentation 

24	 pubhc affairs 
program reference 
and guidance 
matenal 

25	 news media VISitor 
documentation 

25.01 

B 

consisting of
 
public appearances made
 

record sets published under 35-series
 

copies 

scouting project officer's monthly 
summary of installation's activity in 
the program 

~SERVED) 

s~"on officer's monthly 
narra e and statistical reports 
summa mg regional participation in 
the progra 

scouting ha~cer's annual report 
and operatmg p of activities in each 
region, mcluding dget data -, 
messages, corresponden~orm
 
records maintamed by "VISitors
 
bureaus" to monitor visits US
 
citizens to overseas areas
 

letters, messages and o~
 
documentation denotmg pohcies,
 
procedures and guidance
 

messages and other correspondence,
 
guest hsts, invitations, schedules,
 
airlift requests, authonty to use
 
commercial airports, etc.
 
correspondence, news chps,
 
biographies, brochures, schedules,
 
pnor releases, releasable statements,
 
and data on orgamzations, plans,
 
programs, equipment, tactics,
 
techniques, capabihty, etc.
 
messages and other correspondence,
 
guests hsts, invitations, schedules,
 
results of visits
 

after action reports, summaries,
 
clippings, and evaluation comments
 

C	 D 

which are then 

AUfH: NI-AFU-90-3 

produced at any level destroy when no longer 
by or through pubhc needed or on 
affairs offices macnvation of the 

organization for which 
pubhshed (See Notes 6 
and 7) AUTH. NI-
AFU-90-3 

see table 37-14. 
AUfH. NI-AFU-90-3 

at installation and destroy after 2 years. 
regional levels AUfH. NI-AFU-90-3 

(RESERVED) 
at regional and destroy after 2 years 
director, USAF AUfH' NI-AFU-90-3 
scouting levels 

destroy after 10 years 
AUfH: NI-AFU-90-3 

see table 51-I. AUTH. 
NI-AFU-90-3 

destroy 1 year after 
completion of VIsit. 
AUfH. NI-AFU-90-3 

-. 
destroy when pohcies, 
procedures or guidance 
are superseded or no

" 
longer current AUTH: 
NI-AFU-90-3 

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

"
 
~ 

destroy ~ year.
AUfH' NI- U-90-3 

destroy when n~ 
needed. AUTH. -
AFU-90-3 

63 
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TABLE 35-1 

Continued. 
A B C D 

If the records are 
consistin of which are then 
mformation on the development, at AF Orientation destroy when exhibit is 
acquisition and use of AF exhibits for Group refurbished or retired, 
public display or when no longer 

needed, whichever IS 

later. -AUTH: Nl-
AFU-90-3 

27 pubhcations of the ubhcations such as Current News, at SAF/AAR retire as permanent 
News Clipping and S mental Clips, Equal (See Note 4). AUTH: 
Analysis Service Oppo Current News, Radio-TV NC l-AFU-82-57 

Defense Dia Selected Statements, 
Foreign Media on of Current 
News, and Fnday ReV! 
Literature 

28 news chppmg, news clippings at donate to the Library of 
collection newspapers, penodicals, and the WIre Congress when no 

sefVIces longer needed. AUTH: 
NI-AFU-90-3 

29 

NOTE(S): 
1. Appomted officials consist of the Secretary of the AF, the Under Secretary, Assistant Secretaries and the Chief Scientist, 
2. Transfer to the National Archives m 10-year blocks when latest document is 25 years old. 
3. These records are not authorized for retirement to federal records centers. 
4. Transfer pubhcations dated before 1982 to National Archives in 10-year blocks when the most recent publications are 30 

years old Transfer pubhcations dated 1982 and later to National Archives in lO-year blocks when the most recent 
publications are 5 years old 
5. Transfer to the National Archives m 5-year blocks when latest record is 20 years old. 
6. On inactivation, Air Force newspapers and news periodicals may be presented to a local library, college or qther public 

activity on request. See AFI 37-138, paragraph 37.1 for transfer rules. 
7. See table 37-7 for record sets of AIr Force periodicals. 



These three niles (mvolvmg temporary electrornc records) apply to all niles m the precedmg table, with the 
exception that niles "a", "b", and "c" do not apply to niles 2, 6, and 27. 

A B C D 

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

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 

b electrornc records destroy when the agency 

that supplement determmes that the elec-
temporary hard copy tr0111Crecords are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrrumstratrve, 
are retamed to meet legal, audit, or other opera-
recordkeepmg tional purposes 

requirements 

c Erectromc copies mat are cestroy aner recorckeepmg 

created US1l1g copy has been created and 

electroruc mati and filed or when no longer needed 

word processing or for reVISIOn, disserrunation, or 
form filler software reference, whichever IS later 
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TABLE 35-2 I
 
HOME TOWN NEWS CENTER RECORDS I
 

A B C D
 
R
 
U 
L IT the records are 

I"
E or pertain to consisting of which are then 

home town news master media case files of the various disposition pending 
center data news media (newspapers, radio AUTH. Unscheduled 

stations) which participate In servicing 
releases of hometown news 

2 card Index for control of rule 1 records interfile cards In their 
/ 

related master media 
case folders. AUTH" 
NI-AFU-90-3 

3	 media marker records of code listings destroy when 
for classifying the news releases of superseded or no longer 
varIOUSnews media needed AUTH: Nl-

AFU-90-3
 

4 used for
 
~ 

~ease guides~ g news Items and feature 
ses 

5	 statistical£ tabulations, destroy after 1 year.' 
summaries, d related reports AUTH: NI-AFU-90-3 
reflecting the and quantity of 
work accomplished 

6	 copies of activity an~ctiveness
 
reports
 

-7 radio and TV interview ~ originals return to origmatmg 
related Interview tapes activity. AUTH' Nl-

AFU-90-3 

8 opies destroy 3 months after 
release of the interview 
tape to the hometown 
news media, or 1 
month after the original 
Interview tape is killed, 
whichever IS 
applicable. AUTH. 

~1-AFU-90-3 

9 card Index of the TV stations In each ~en obsolete 
state, used as a control reference of nger needed. 
their coverage -AFU-90-3 

10 biographical files consisting of home 
~~Y2~town news releases and biographical date of relea to the 

data, attached photos, negatives or home town me for 
pnnts and other pertinent data pubhcation. A 

NI-AFU-90-3 -.. 



/ 

These three rules (involvmg temporary electroruc records) apply to all rules m the precedmg table, with the 
exception that rules "a", "b", and "c" do not apply to rule 1: 

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 penod 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 
b electronic records destroy when the agency 

that supplement deterrmnes that the elec-
temporary hard copy trornc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrmrnstratrve, 
are retained to meet legal, audit, or other opera-
recordkeepmg tional purposes 

requirements 
c Electromc copies mat are uestroy arter recoroxeepmg 

created usmg copy has been created and 

electronic mall and filed or when no longer needed 

word processmg or for reVISIOn, dissemmanon, or 
form filler software reference, whichever IS later 
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TABLE 35-3 

A 

If the records are 

and 
AFRT 

2 

3	 publIc 
internal information 
programs 

4	 operation of AFRT 

5 recorded dISCS or 
. magnetic tapes 
I
! -

6	 program restriction 
files 

These	 three rules (involving 

A 
If the records 

RULE are or pertain to 

a Electronic systems 

b 

c Etectromc copies 

AFMAN 37-139 1March 1996 

B	 c D 

consistin of which are then 

talks, frequency hrmtations, civilian at AFRTlocal destroy 2 years after 
boundary disputes, and background facilities mactivation of unit 
information on settin u AFRT AUTH NI-AFU-90-3 

frequencies granted, emergency 
fre uencies and call Sl gns 

adcastmg policies destroy after a new 
policy of the same 
subject IS made 
AUTH' NI-AFU-90-3 

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

records of discs or magnetic tapes destroy after 1 year or 
when no longer needed, 
whichever IS sooner 
AUTH: NI-AFU-90-3 

records pertaimng to the at broadcastmg when 
establishment/removal of program in overseas areas on 
restrictions Imposed by the television mactivation unit 
indust AUTH. NI-AFU-9 -

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

B	 C D 

which 
conslstlna of are then 
electronic records destroy on expiration 

that replace of the retention penod 

temporary hard previously approved 

copy records for the corresponding 
hard copy records 

electronic records destroy when the agency 

that supplement determines that the elec-
temporary hard copy trornc 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 
that are nestroy arter recorcxeepmg 
created using copy has been created and 
electronic mall and filed or when no longer needed 

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



TABLE 37-1 

ADMINISTRATIVE SYSTEMS MANAGEMENT 

A B c D 

If the records are 
consistin of which are then 
approved adnurnstratrve systems study at HQ USAF and destroy 1 year after 
proposals MAlCOM approvmg system terminated or 

authorities when no longer needed 
for reference, 
whichever is later. 
AUTH: NI-AFU-90-3 

2 at other activities destroy when system IS 

terminated AUTH. 
NI-AFU-90-3 

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

4 data collection matenal such as typing destroy 3 months after 
"- logs, time studies, interviews, approval/disapproval of 

questionnaires, computer pnntouts and osal or when no 
related records longe ed, 

whichever IS 

AUTH: NI-AFU-9 -
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TABLE 37-1 

Continued. 
A B C D 

R 
U 
L If the records are 

consistin of which are then 

statistical mformation pertainmg to at MAJCOMlIMX, destroy when records 
trend analysis, man-hours/manpower base IMX and MET are 3 years old or when 
earned and work loads for 1M all management actions 
Functional Account Codes (FAC) are completed, 
11XX, consolidated by base Plans and whichever IS later 
Programs function (IMX), local AUTH. N1-AFU-89-28 
Management Engineering Team 
(MET) and MAJCOMlIM (computer 

enerated roduct and AF Form 1 

6 at MAJCOMlIMX, destroy after 1 year. 
base IMX, MET or AUTH. N1-AFU-89-28 
functional units 

7 destroy 2 years after the 
. ce report created or proposed, report IS discontinued 

mg public use reports, AUTH: GRS 16,1TEM6 
consis g of clearance forms, 
includm F 83, RCS reports, 
including Form 130, and 
Interagency r rts; pertinent forms or 
descnptions of at, authorizing 
directives; prepara 
and records relatmg t 
continuation, reVISIOn, 
discontmuance of reportm 
re uirements 

8 Information reports required by the OMB un destroy after 7 years 
Collection Budget Paperwork Reduction Act of the AUTH. 
Files number of hours the pubhc spends GRS16,ITEM12 

fulfilling Air Force reporting 
requirements, mcluding associated 
feeder reports, reports exhibits, 
correspondence, directives, and 
statistical com ilations 

9 Feasibility studies studies conducted before the destroy 5 years after 
installation of any technology or completion or 
equipment associated With information cancellation of the 
management systems, such as word study. AUTH: 
processing, copiers, micrographics, GRS 16,ITEM9 
and communications Studies and 
system analyses for the mitral 
establishment and major changes of 
these systems Such studies typically 
include a consideration of the 
alternatives of the proposed system 
and a costlbenefit analysis of the 
Improved efficiency and effectiveness 
to be expected from the proposed 
system 70 
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TABLE 37-1 I 
Continued. I 

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

10 Studies, Analyses, formal management analyses, studies accumulated at retire as permanent 
and Summanes and summanes that measure and functional staff offices (transfer to National 

evaluate Air Force performance In having pnmary Archives when 25 years 
carrying out Its substantive miSSIOn responsibility for old) AUTH NC 1-
responsibilities (methods of analyzing managing the program AFU-80-50 
management m terms of'pnncipal or system 
missions or orgamzational objectives; 
developing standard to evaluate 
performance, providing plannmg 
factors; isolatmg problem areas to 
facilitate command decisions; msunng 
economical use of AF resources) but 
excluding management analyses, 
studies and summanes covered 
elsewhere in this regulation, such as 
office management studies and 
feasibility studies for information 
management technology and 
equrpment "-

These three rules (involving temporary electronic records) apply to all rules in the precedmg table, With the 

exception that rules "a", "b", and "c" do not apply to rule 10· 

A B C D 

If the records which 

RULE are or nertain to consistlnz of are then 

a Electronic systems electronic records destroy on expiration 

that replace of the retention penod 

temporary hard previously approved 

copy records for the corresponding '. 
hard copy records 

electronic records destroy when the agency b 
that supplement determmes that the elec-
temporary hard copy trornc 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-
recordkeepmg tional purposes 

requirements 

c Electronic copies that are destroy atter recordkeepmg 

created us 109 copy has been created and 

electronic mall and filed or when no longer needed 7/
word processlOg or for reVISIOn, dissemmation, or 
form filler software reference, whichever IS later 



TABLE 37-2 

ADMINISTRATION OF POSTAL ACCOUNTS 

A B C D 

If the records are 
consistin of which are then 
·PS Form (PS) 6019, Military Post at postal activities destroy after 2 years 
Office (MPO) Report of Money Order (EXCEPTION: destroy 
Business, and supporting records verification copy after 

verification or 
completion of 
corrective action), 
AUTH· NI-AFU-90-3 

2 ey order forms and fund destroy after 2 years 
transachons-- orm (DD) 885, AUTH. NI-AFU-90-3 
Money Order Contro rd, PS 
6990, Invoice Money Order . PS 
Form 17, Stamp Requisition used 
re uisrtion mone orders 

3 stamp stock PS 17, Stamp Requisition cust postal destroy after 6 months 
effects' (CO AUTH: NI-AFU-90-3 
at ostal activities 

4 window clerk's copies 
at postal activmes 

72
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TABLE 37-2 I 
Continued. I 

A B C D 

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

~1 
commercial 
stamps 

mail official mail actrvines destroy after 6 months. 
AUTH: N1-AFU-90-3 

PS 3295, Daily Record of Stamps, at postal activities destroy 1 year after 

~ Stamped Paper and Nonpostal Stamps completion ofform 
Issued and Received, PS 3958, Main AUTH: N1-AFU-90-3 
Stock Transaction Record 

6 PS 3220, Claim for Stamped Envelope destroy when credit is 
Discount received from source of 

supply. AUTH: N1-
AFU-90-3 

7 unit stamp and~ 
money order 

DD 1118, Umt Mail Clerk's Receipts 
for Funds and Purchase Record 

at unit mall room destroy 90 days after 
transaction completed. 

purchases _. AUTH. NI-AFU-90-3 

8 official postage R601-A, License to Use at offices using official forward terminated 
meter licenses Meters postage meters license to US Postal 

Service (USPS) 
AUTH: NI-AFU-90-3 

8.01 copies Of~3601-A, License to at postal activities destroy when postage 
Use :os~age eter, maintained for meters are termmated 
rnomtonng es AUTH' N1-AFU-90-3 

9 (RESERVED) "- (RESERVED) 
10 postage meter 

operations (not 
PS 3602-PO, R.PO~~ 
and supporting records 

Setting, at postal activities and 
offices using official 

destroy 2 years after 
form completed. 

covered m rule 14) postage meters AUTH: NI-AFU-90-3 

11 PS 3602-A, D aily Record Of~ 
Register Readings, PS 3603, Re t 

destroy 2 years after 
date of final entry. 

for Postage Meter Settmgs; PS 36 AUTH. NI-AFU-90-3 
Nonuse of Marling PermitlMeter 
License; PS 3610, Record of Postage 
Meter Settings, PS 3533, Application 
and Voucher for Refund of Postage 
and Fees PS 3633-G, Daily Activity . 
Recap for Official Mail; PS 3635-G, 
Postage and Fee Adjustment for 
Official Mall 

12 permit imprint PS 3602, Statement of Mailmg With at ~ffidal mail '\ destroy 1 year after date 
maihng statements Permit Impnnts, PS 3602-PC, activities of mail mg. AUTH. 

Statement of Mailing Bulk Rates; PS NI-AFU-90-3 
3605, Statement of Mailing Bulk Zone 
Rate ~ 

13 daily financial report PS 1412-B, Daily Financial 
and supporting records 

Report at postal activities des~~er 
AUTH: 

2 years 
-AFU-90-3 

14 postage expenditure AF Form 3536, Quarterly Air Force at official mall 
reports Postal Expenditure Report activities, ~~a~when no long needed, 

MAJCOMIFOAIDRU whichever is lat 
and SAF/AAIQ AUTH' NI-AFU-9 

15 audits audit summary--DD 2259, Report of at COPE at postal destroy after 6 month"" 

73 
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TABLE 37-2 I 
Continued. I 

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

'i',. Audit of Postal Accounts	 activities AUTH: NI-AFU-90-3 

at window clerk at destroy upon ~ 
postal activities	 completion of next 

audit. AUTH Nl-
AFU-90-3 

17 audit record--PS 3368, Stamp Credit at postal activities destroy 1 year after 
~ ~natlon Record account ISWithdrawn 

AUTH: NI-AFU-90-3 

18 fixed credit receipts PS 3369, mp Credit Receipt	 destroy when 
superseded or upon 
reassignment of 
mdividual, whichever 
is sooner AUTH· Nl-

--	 AFU-90-3 

19	 financial adjustment PS Form 1908, letters or memos used destroy after 2 years 
memorandum to Identify/correct postage meter, AUTH: NI-AFU-88-36 
(FAM) money order, or stamp stock financial 

accounts/transactions	 ~ .....20 at monitoring ~ after 1 year. 
activities NI-AFU-88-36 

21 PS Form 1098 and letters for destrOY~ 
dishonored personal checks and other resolution. A Nl-
supporting records AFU-88-36 

These three rules (mvolving temporary electronic records) apply to all rules	 in the precedmg 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 penod 

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 Etectromc copies mat are cestroy aner recorckeepmg 

created using copy has been created and 

electroruc mail and filed or when no longer needed 

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



TABLE37-3 I 
MAIL ACCEPTANCE AND DELIVERY I 

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

~ ~ointment of unit DD 285, Appomtment of'Mihtary at postal actrvines, destroy 2 years after 
mall l;!CT 

orderly 
n'll'Iil Postal Clerk, Unit Mail Clerk or Mail 

~-.~ 
unit mail rooms and 
official mail activities 

cancellation. 
NI-AFU-90-3 

AUTH: 

2 DD 2260, Unit Mall L.1\" •. ·Iv destroy 2 years after 
Designation Log last entry on log has 

....yoked. AUTH.--NI-AFU-90-J 

75
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mail seizure 
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mall covers 

reports 
" .1 . 

,7.01 

8 change of address 

10 

11 

Issuing postal 
receptacles 

status ofPSC 
customers 

DD 2262, Receptacle Record 

notifications to Units 

" , 

at PSCs or unit mail 
rooms 

at PSCs 

d~ey after recording ,
first try on a new ... 
form; icating box .', 
reissued. UTH: NI- . 
AFU-90-3' " '",', '. 

12 standing delivery 'PS 3801, Standing Delivery Order 

, ' 
.I , " 

• 'J ~ ~, 

:. 
.. ' , 

J -~, 
,," " 
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" ;, 

B 

.- \ 

D 
.' ", 

, " 

- £,14 ac 
con 

untable 
. er receipts 

-. 

t ~r _ • -. I • • ...

'consisting of -, , ~' , 
-' ..' 

.; r-'" ."';-: 

PS 1509, Senders-Application for 
Recall of Mail " "..... J'! '·r ...., .. .i...' 

receipts for accountable containers: 
dispatched/recei ved Via registered 

" mail, dispatched/received via-other 
than registere ..d mail or via inter-office 
distribution', and in pouches or other' . 

,.::"'. consolidated mailings r ,,~~' 
'\' _;"" . ; \ '1,,:. .~:'~ ~ . ~~' 

,-. 

- '¥ 

.,.. ...~~"';;'. 
at postal activities . "". -

.~\ .' 

at postal activities, 
originating offices, 
and official niail~ ... .
activmes 

. '. 

destroy after 2 years 
,wpe!,!usedas a receipt 
by thC?.}3ase., _', 
Informatiori Transfer 
Sys_tem,·~Os,· ., -. 
distributiori office or other messenger, -- . ", 
(EX~EPTION: destroy 
suspense copy of ":.' . 
receipt after return' of 
signed reCefptr,:,~'- .-
AUfH: NI-AFU-90-3' 

then' 
cancellation. AUfH. 
NI-AFU-90-3 -;~. 
destroy after 1 year. 
AUfH:'Ni~AFu-90-3 -, 

" ,.~ 

". 

20 at requesting 
'. 

actiyi~ 
" 

destroy 3.RlO?ths after 
cancellation of the 

'. - iEP service; or when 
n onger needed, . 
whi ever is sooner. 
AUf . l-AFU-90-3 

21 postal analyses 
summaries 

an~, ' analysis/summary records from 
Transit TIme Information System for 
Mihtary Mail, Postal ,Activity 
Reporting System, and Postal Net' 
Alerts; and Container Receipt' 
Summaries 

at postal activities destroy 
AUfH: 

a 
Nl-

6 months 
-90-3 

" - . . . -~- \ ... 

NOTE: When an APO or Aerial Mail Terminal is closed, records of accountable mail on' USPS forms are mailed to 'serving . 

..c.' ,po~:~~~~l~tpy R~~~1rl!~?:-_' '~."/J:::,:- ;" , . " \", - -'~/i" 
• L. 

:.~........... ': ~.,
 



These three rules (mvolvmg temporary electronic records) apply to all rules m the precedmg 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 penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 

b electronic records destroy when the agency 
that supplement determmes that the elec-
temporary hard copy troruc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrmrustratrve, 
are retamed to meet legal, audit, or other opera-
recordkeeping tional purposes 
requirements 

c electroniC copies mat are cestroy arter recorckeepmg 
created using copy has been created and 
electronic mall and filed or when no longer needed 
word processing or for reVISIOn, disserrunation, or 
form filler software reference, whichever IS later 

78 



, ",/ 

I ....-~>":''';;;-~V.:~;,~~':~~~;;'«~~':'::,J:r..~~~{:~.-'',t~, "" 

'. : '" AFMAIv 37-139' '1Match 1996' ,i' c ,•.r~ ·t c 1..' ,c ~I-:'; " :. .~'~r------.... ,,' .' 

',I • ,\ 

TABLE 37-4 ,I '.,""'-;,."",'~',' 
'"MAIL MOVEMENT ':'1 ",.-::" :;." " 

~v . . 

r ,- • 

, 

r • 

'. 
-,--.2 

< ~~ r • 

.~"'~',.~:.....2 ,.< ,'" 

; -1-, ' .:''':, 

~ '1---:-----=-1
, ',; 3 '. 

_' ,r 

4 

, :,6.Q~ 

. 
, 7 

'~~-

8
 

9
 incoming command log used to record pouch number at receiving station destroy after 3 mo~s. 
pouch "\ AUTH: NI-AFU-90-~ /' 

NOTE: When' an APO or Aeri~l Mail Terminal is closed, r~ords ofregi~t~red ~ail on USPS forms are mailed 'to ;~rving 
--. '.postmaster (Military Records Unit). ' , ,,'I • 

,,:,,::: •. ~"""" : . ' , :- t.!:..t:':''';,~ 'v~.}," 7-'1 ".'.' <,. 

r. ~ ) ., 
"' ..... 

-, 
'~ ',' '\ 

}-~~( :~\~~...; "M~': J. ~ .. . " 



These three rules (mvolvmg temporary electroruc records) apply to all rules 10 the preceding table: 

A B C D 

If the records which 
RULE are or nertain to cnnslstinz of are then 
a Electroruc systems electroruc records destroy on expiration 

that replace of the retention penod 
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 tromc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrmrustrative, 
are retained to meet legal, audit, or other opera-
recordkeepmg tional purposes 

requirements 

c Electroruc copies that are aes1roy a1fer recornkeepmg 
created usmg copy has been created and 
electroruc mall and filed or when no longer needed 
word processing or for revision, disserrunation, or 
form filler software reference, whichever IS later 

~o
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TABLE 37-5 I" . - ,'" ./ -

POSTAL ADMINISTRATION RECORDS I '. 

,_ ',i 

. , 

. . ' , . 
';' , 

~, :' .. 7·,,· 
& "~~~~L. '''.. 

, ~, 

.' . 

' . 
c-

hmitations -", 
0'''::'':'' .= 

.,-
/' " 

" ,-z •• , 
•., t .."~ .. 

\ -: 

t· 
" I 

. ~ ::~ 
'. ' '. 
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Continued. 1 :
 
'A B C D
 

~ R ~-," <': ; ,<. ~ _.' ,~
 
~ >- i-l:;;"t ' ,- ....~ H 

"~I to Uv~). ~""-.',: ,:.,~~.f:~I;~·
"',",L':'4;' if th~ -r:;crlrds' are
 
';':'~: t~'~ ,i cO~~i~tiDiof : 'which are - then ' ,
If ,~;~;or' periiin f_~~~~~~~~~~~~~~~~ __ ~~ __ ~~~~ ~~~~~ __ ~~ 

claims paid by' USPS claims forms. PS 542, Inquiry About destroy after 2 years. 
and UPS Registered Article or an Insured Parcel AUfH: NI-AFU-90-3 ~ - " ~r an Ordinary Parcel; PS 565,
 

, ',. , Registered Mail Apphcation for
 
Indemnity/lnquiry; PS ,673, Report of
 

" Rifled Parcel; PS 1510, Mail ..
 
Nondelivery Report; PS ,2855, Claim
 
for Indemnity-International Registered

T ~" 

-, 
, " 

andin~~ed MatI; PS 3760, Wrapper
 
Found WIthout Contents; PS 3812, '
 

'. 
. Request for Payment of Domestic
 " 

Postal Insurance/Claim Identification; 
. , PS 3831; Post'Office R~~cird of Claim;' ,. .' , 

, .. ..... ~ 3841'; Post Office Record of Claim . 
destroy 1 year after c~se 

1- ... • ", closed ~r when no, 

, , 

14 
.15 

16 

(RESERVED) 
postal operations _ 
proficiency"traming' 

} 
postalbulletins 

. , ,-
Master Job Qualification Standard 
(JQS) 

~" , 
at~OM postal 
sq~~ and postal 
activities 
at postal act~' .ties 

- (RESERVED) -
destroy when . : 
superseded· AUfH:' , 
NI-AFU-90-3 

destroy after 6 months 
and/or after bulletin 
matter entered in a 
USPS pubhcation. 
AUfH: NI-AFU-90-3 

> 

17 

, , 

distribution and 
location listmgs 

mail distribution scheme, MPO 
location hsts, and related records 

, 

troy on receipt of a 
late evision, ,C?ron 
inacti tion of using 
activity, ichever is 
sooner. A : Nl-
AFU-90-3 

. 

18 inventories of postal 
suppl!~~ ~d "USPS' 
equipment 

PS 1.~8~, Supply Record, PS 1590, 
Supplies and Equipment Receipt 

,. , 

at postal 
< 

" 

activities d~stroy when.,' ~ 
superseded. 'AUf 
NI-AFU-90-3 

. 
, 

• ,- .l,<' 

" 

, 
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TABLE 37-5 

Continued. 
A, 'B	 c D 

H the records are
 
consistin . of which are then
 

PS 1567, Requisition for Rubber and destroy after requisition
 
Steel Stamps Only; PS 1578-B, ' is filled or when no
 
Requisition for Non-Standard Facing longer needed,
 
Slips and Labels, PS 19?7-C, Request whichever is later.
 
or Mihtary Tags and Labels; PS ~ AUTH: NI-AFU-90-3
 
19 equest for Tags and Labels;
 
PS 4686- ' ing Order; PS 4984,
 
Repair Parts. Requ ". PS 7380, '
 
Supply Center Requisitioif 7381,
 
Requisition for Supplies, Service
 
E uii ment , "
 

20	 repairs to postal equipment history-PS 4805, Work transfer with
 
equipment' ,Record Sheet
 

,~ acc,~_ ....._",. 
n!j'	 postmast . 

" ,	 I ' ~ ~.: 

,~ 

NI-AFU-90-3 

-------'---- . - -- -----_._-. '", ' 

. The~e three rules (involving temporary electronic records) apply to all rules in the precedmg'table: :.".; 
, = ~	 ... ~. - 'I r " ,.: • ~. ,'- " , ,". t- ,-.' • " ,',' oj. ,- " '.~ ,~":" :, .": _~ • . 

'.' 

A	 B 'C D 
. , .	 ..If the records	 which.. 

. RULE are or pertain to ' consisting of are then 
,a	 Electronic systems . , ..eJectro?if records destroy.on expiration. 

• • ~~ y' -~ , .:... " "" <" • . '\ -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 ~lectroruc copies	 mar are uestroy aner recorckeeping
 
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 

. ---~	 ~-----

http:destroy.on


- -

TABLE 37-6 J 
PUBLICATIONS AND FORMS REQUIREMENTS AND DISTRIBUTION I 

. , 
A B	 C D 

R	 
, 

-
, - U . 

L >	 H the records are 
- " : ~ 

'"
, E or pertain to ' consisting of " which are then 

publications/forms forms, other records; and related at customer and destroy when 
requisitions and correspondence used to requisition or publications superseded, obsolete or 

establish requirements for distribution offices no longer needed. ~~irements . I 

publications/forms (PDOs) AUTH: NI-AFU-90-3 

2 stock record cards, re-order markers, 
PU~dnonacc table inventory control records, distribution
 
forms dis . ution record cards, and similar control
 
status - . medra
 

3	 destroy 2 years after accountable f~a~
 
distribution status removal from active file
 

(See Note 3). AUTH: 
•• 4_ 

, , NI-AFU-90-3 
4 ,. accountable forms recei , destruction certificates, and suspense copies of destroy when signed 

accountability related espondence showing the receipts receipt is received, 

-. 
--. 

issue, recet or destruction of blank AUTH: NI-AFU-90-3 
, .. accountable fo s (See Note 1). -.. .~ -.' 5 signed receipt and destroy 2 years after 

, - .. destruction certificates . last serially numbered 
" c form 10 series has been 

;, 
- issued or destroyed (See 

Note ?). AUTH: Nl--	 , - AFU-90-3 

6 , publications ; bulletins issued to tell PSOs and their, at issuing activities destroy after 1 year. 
; bulletins customers the status of publications ~DOS - AUTH: NI-AFU-90-3 

and forms 
7) =: destroy when no longer 

.. custome needed or after 1 year, 
" .. ,	 .' , 'whichever is sooner. 

'. - -	 AUTH: NI-AFU-90-3 

8	 Request for and appointment of pnmary and alternate at PDOs when re~ destroy 2 years after , 
record of customer CARs and subaccount representatives of accountable forms appointment is ' 
account- authorized ~ or rescinded 
representative 3). AUTH' 
designation (AF 0-11 
Form 1846) 

all other copies 
~tr~~~

9 
superseded, ob ete, or 
no longer needed. 
AUTH- NI-AFU-90-

"' NOTE(S): 
1. For guidance concerning the destruction of unissued accountable forms, see AFI 37-161. This manual does not provide 
disposition instructions for forms in therr blank (unused) state. 
2. RESERVED. 
3. Do not retire to staging area. Retain in accumulating office until eligible for destruction. (On inactivation of office, see 
AFl37-138, Chapter 5). 



These three rules (mvolvmg temporary electronic records) apply to all rules m the precedmg table. 

A B C D 
If the records which 

RULE are or pertain to consistlnz of are then 
a Electronic systems electroruc records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 

b electromc records destroy when the agency 
that supplement detenmnes that the elec-
temporary hard copy tromc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrrurustrative, 
are retained to meet legal, audit, or other opera-
recordkeepmg tional purposes 
requirements 

c electromc copies that are destroy aner recornkeepmg 
created using copy has been created and 
electronic mall and filed or when no longer needed 
word processmg or for revision, dissemmation, or 
form filler software reference, whichever IS later 
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TABLE 37-7 

PUBLICATIONS MANAGEMENT 
'.' , A " B c D 

H the records are 
consistin of which are then 

directives, record set of each publication which atHQ retire as permanent 
ctions, have AF-wide or MAlCOM USAFIMAJCOMslmaj (See Notes I, 2, 3, 5, 6, 

manuals, or subordinate 8). AUTH: NCI-AFU-
supplements, sta commands 77-41 
digests, pamphlets, 
visual aids, ' 

1--__ -1 periodicals 

2 retire as permanent 
(See Notes 2, 3, 6, 8). 
AUTH. NCI-AFU-77-

or AF-wide 
applicabihty (See Note 

" 7 
" 

~ .~.. 
" , 

.... 
:r 

-: 
,_ 

,,,:!. 
r 

... a .. 

~' , 
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. .1,:,.- .... 
.~~ 

. B .r'. C D' " 

1,-

j 

"," 

• ' 

"'_. 

'.r~ 

I ' 

.. 

• I 

re 
tinie 

.,' 

. g and one-
. phlets , 

handbooks, booklets or'brochures ' 
containing informative ~d. c , 

, , 

instructional (rather than.dir~tiye)' 
.,.' ~, ~.'\ - -

material", , . . . ( , 

record sets of publications, manuals, 
Staff digests, and supplements

- , - " 

"..I" ... ,.;. 
" s ,'. 

majorsubordinate 
commands and below' : 
whichdonot have AF: 
wide 'oi=MA1COM 
appli~bilitY" " 

destroy after 7 years 
(SeeNote 2). AUTH: 
NI-AFu-90-3 .. 

-, -,' 

, 
' .. ,.,. 

'-

8 

r . 
<, 

,9 

10 
11 

bulletins 

(RESERVED) 
recurring periodicals. 

announcements, notices, temporary 
instructions or directive material of no 
permanent reference value, such as 
base and weekly bulletins (see table 
37-6 for pubhcations bulletins) 

individual issues and related 
background matenal of periodicals not 
having AF-wide or MAlCOM 
'applicability 

oj':~~ ", • 

atOPRs 

/ 

(RES~VED) 

"12 newspapers/news sheets 

" 

'.. 
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. 
>,a
",

'\ 

e-
, . 

,'",. '" .~~
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" " 

" " 

,1 
', '. 

, ' 

, ~,;~,~ ;~'i? )~,:1 . 
,'lo,' r	 .) 

,< ' /,'<' ..'" 

-:h:;,I~<~i:~	 
, i 

-. .,~ 

• '~r ~, 

. / . 
.. ' ''--': 

".,"':.r •• 
-,
 ~. " ..
 

, ':--15',',	 specialized .,.'. ': ,~~X\J: .official, r~C:io~4.'s~tforeach approv ,a~pub!i,ca~i?I~.s' ~ .....: .fetireas penil:anent ..' - - \ .. -, -:...;-.
 
'-r publicati_6ris':~yStern:s" -sysfe~ 6.fsp~ciiit'lze_d'pubhcations, management offices -:I .:
 %~:PU~h,C8i!o~_~': .~. 

• , ~,''i.,~"	 • '~"""'''%-'''~r ;. , • .4'.;' -:';'. ~.'.t~'~ ..'" .. ' ! \' ~I:~'-oj "" '0 ,~!: i.l:' ~~~I	 ..::- :-
.' > ... -- r 
... '. r	 I 

_r: 

V. " 'c~ '- _. ,",., 'lefins 'discontinued , 
, 

~:~'I':,,!f~ ~~'·r: i~t;	 , ,(' ,8Y;S- " I·e" -. ,"",' 'c .," ,',-/', ,~,:::,:':,~,:.~i,~:">~;,",-.~',',:_:,?j~:,',j~1~tli~~t~o[foJJa~~~~~fit~~~~:'Of':-	 (~~ N9te ~) (see' al~o ?,"
.. . ' .~t t-~ ....."..'~ .-1. • -; .<~. .', .... '~ ,:, ~ l~ ~ 

r ;»': -", :	 p~bl!~l!tioris; publications'- ",' ., iable"37-9).' 'AUTH:' ,: .. 
"",l 

, ,-	 / mariag~inent office approval; printed 'NCl~Aru-7i4( ',' I 

.r 

, ',:'"	 'copy of each forin prescribed in, the: . 
prescribing directive; and other . . 
correspoIldence'betiTeen the OPR and 
the 'publications management office ' 
'concerning the system 

16	 atOPRs 

.. " 

" '17 thru (RESER~D)

.' 21
 

.r 22	 manuscripts or manuscripts and drafts of proposed or _ at pubhcations destroywli 
proofs 'revised publications; 'printer's galleys -, ' management offices or' publication is ceived 

" '	 .oqJage proofs, 'and other worki~g or . .oPRS' ' . and determined ,
.1" .,;.: " \ ~ '- > ,,:J. " 
t '<.1	 - .' ",'.......'.'	 ·caritro( ~fa'>:~ .. accurate. ,'AVTH:,
:,,;.:< -i >.'.-;:~;'...': :::::" 

r. ~r 
._~ -t'	 , ,j • 

• ", ~ J AFU~90-3 
, " 

.L.. , • ~ 

, ,~-" , '-: I 
I. -, 

, ','.'	 .- , .	 - ~.-.. . 
1"".-~~· , , ,-.'
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H the records are , ' z- ~{i'"~'	 'ct

.~, .0; 'ertahi to "	 which" are, then 

destroy when.no longer~£~,~~~:~:-
I, ~• needed.	 AUTH: Nl-

• "r""-a I' .:.	 ':.r'" ~ ~. ' 
:', AFU-90-3 

. ·24,	 re of higher ' " forms used to determine what action at 'publications originals may be filed 
headq ',. ,:,', an OP~ intends to' take" on a higher management offices in supplement's record 
publications . headquarters' publications, and for andresult in review of set as evidence of a 
implementation . 'follow-~i>' .' , c • .-. c ~ existing special review,' and '. 

j ·r,'"~ .	 "" 
'supplement . rules 1 'thruS 'apply. 

AUTH: Ni-AFU-90-3 ' 
25 at publications destroy on completion 

management offices of suspense action or _' 
,-I' " 

,,'" ~.- ~ "'"',': and 'do not result in after 3 months iffollow 
'.' review of an existing up .on'specified 

supplem~Jlt' . suspense action is not '. 
:' I required.'.b--UTH: Nl-

, .	 , !----=:!tio:.,;...;....:..;.,---'.----1 ~-~0-3 . ~ \. 

1-'-. '-:~=~.;:;.~.;..,,-. -=-l: I-~-\-~~':"':: -.:...;., ~:~.:...~~-';~.:...;-~-t~...;,:~~·"-~d-·...;.'~~.;;..:'::..:..~·-ec-o-r-~-da.;...·;.,...,r'"l- ':"' -m7 -'-'~+-<~-~-~tr-' ..-.-,'..,....:.-~....,.'-:'-.:.~~:.~-:(~-r-~-~:.:...:~.;..>.,.....-'-:~.,...'~.,...':'.,:. ;.,...:r-~c-~:....'~.::.d-'US-· -'~-,..,.... ..-a""'st'::e"ijr~'-:-'--"-' -~y-:"';'~-~-'~'-~-'-~'- -I.- . 
a t 

fuiicti~naC ': ,.:. '. ~;:..~' ·dl~crepancies;· borrec.tiytactioii' and .,::;' functi~h~llibr c~mpieiion ·(jf.tb.enext .: l~, 
pllblicaiion lib~ari~~': 'i~lli,~d~(condF~tinirillY~ri,t~fy ,', :~i" y.:.l"".r\' inverit6ry.\~IJ,!~: Nl-;- :;::~:' . 

.- ..~ ', ,< . ",' ", '. '. _~,'.. -::-:~'c.~, ", . . ,	 -90-3 -'." '. .' ,:" 

"Yl8"'" '.~ . . "', .:,' spot .check recordused torecord date, ~ , ", -' " ~',	 ': :r 
\ ~- '. '}i' ", oj .1' -'.. • ~<. .- •• ;~,.:r 'r-	 .... : ~£::,'."r '.:.~'-.)J~.', s: '.-:'. '....1: 9i,screpari.Cies, cJ:>rtectiye'action and ..'. .;", r '	 , . 

• - t- ,"?-!,!~':.. ~ ;;"f.~. - ....-..Sl i ~,~·.~.-~."'t.!l4li. ~ , ,- '"" row, ... •• """	 ~. '." 

':. (t' .....: ,>.':,.:..;'.... '.il',·.:{·;.j•._:.'.,:,·;'~:·.'.,·'" :, ",' , , individual conducting spot check, . '', ' ".".'	 .;>.'-. ':-";::;":'~"''''''..9' •••• '~"..	 .:.' , 

:- .' ... ":" ','" • \~ r. -:~:.:.5_" .. ".~' .~ '."~:,; .I--;, ~ ~.	 J..,..~"..f... l~~~~t::~~:~~~~., __

... i, "' «» :;; I'~?}.;"..:: :::,";" .".~'	 ;~I.' ::i:,:... :,.:. ;).. . .: ~,.' :,:. ':':-::.."-:,:Jf ' .. " ~ ,~>'," 'r ;:.. ",:.' ~.~~.~,:~
. ' - NOTE(S):I' ~:-t·.~r~-:" .~' . ' . ~.,.,	 ~t -r : "J _ • '. ~I' 

, . 1, HQ usi\F"pP&':file and retain a duphcate copy of AF fC?m;, 67~, Requestfor.Issuances of Publication, -with related 
• , !. f~'" t.¥9 ...~~, - ,,'	 '" ..f.' ~ • .. ~ . _ ~-". .:; .l •• 

.. ',' record set" and backgroUnd material. SAF/AAIp'retires.the original AF Form 673. Below HQ USAF level, the original AF
" '''' .' ...... { ...~.'I,:\,~.,,,, ,"~~' .~\ -"~' ~,".. , ~" •• '/ ~I..-~ - .. I f' -.c, ~,",..~. -," l' - 1"'" 

'. Form9731scfiled,andretainedwiththeiec~rdsetofp'ubli~atioris" ' '.'. ".~' :_~.' , .'.. >.' , -c .... " "',
 

-.:~'iRetain ~~'-'~urrent records until the publicatlonIs rescinded, superseded., or obsolete, (Superseded. meansthat .the ..
 
. pubhcationhas been: replaced by one bearing either the same or' a different number and subject. Reprints; including those'
 

incorporating changes since issuance of the basic, are not considered superseding publications.) Then remove from the
 
active file, place i~ an inactive fil~ which will be cutoff 31 December. each year, and retire or dispose of as indicated.
 
Background material is. retained by HQ USAF OPRs-until the related 'publication 'is rescinded, superseded, or obsolete, and.
 
then retired with the record set to WNRC 2 years after annual cutoff. Field OPRs retain background material for standard
 
publications dated before 1 Jan 68,' and retire it when .the related publicationis rescinded, superseded, or obsolete.' FIeld
 
OPRs send background material for standard pubhcations dated on and after 1 Jan 68 to the pubhcations management office
 
for retention and retirement, except for digest, bulletms, and operating instructions (other than HOIs).
 
3. AF Department publications prepared by a MAJCOMIFOA are retired as HQ USAF record sets. Responsibihty for 
maintaining the record sets, including all essential background material, is as, agreed uponbetween the HQ USAF OPR and _ 
the preparing command. When retiring the record set, the HQ USAF OPR is shown in Item 5 (FROM block) of the SF 135, 
and "341" is shown as the Record Groupin Item 6a. An accession number is obtained from the HQ USAF OPR Staff 
Records Manager and entered in Item 6c of the SF 135, per AFI 37-138, paragraph 6.9 and figure 6.3. Show the preparing 
activity (MAJCOMIFOA and office) in Item 6f of the SF 135.' , -, 

, 4. Report material	 ef'historical or other significant value considered worthyof permanent preservation to SAF/AAIQ. .
 
"5! Ai(Forc~. activities designated as Executive Agent (for,DOD publi~ions :~~f~.r~p6lisible f,?r-creation, maintenance,
 
and retirement of the publication and all records pertaining to it.
 

, ~ _ • : ' T ~ ,- - I 

, ; 

.,' , 
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6 If the record set of a publication IS In microform, then the microfilm of the record set must meet all archival standards 
and specificancns. Otherwise, a durable paper copy must be created to satisfy the permanent retention requirements 
Viewer/printer copies are not authorized for this purpose. Approval to use archival microform must be granted by 

SAF/AAIQ
7 Air Force Departmental pubhcations prepared by the Air Force Standard information Systems Center are retired as HQ 

USAF record sets Responsibility for maintaining the record sets, mcluding background material, IS assigned to the Center 
OPR responsible for the particular automated data system WhICh the directive records When retiring the record set to 
WNRC, the HQ USAF OPR IS shown In Hem 6f (SERIES DESCRIPTION block) of the SF 135 "341" IS shown as the 

Record Group m Item 6a and accession number IS shown in Item 6c. 
8 Transfer to the National Archives in 5-year Increments when 25 years old. 

These three rules (mvolving temporary electronic records) apply to all rules in the preceding 
table WIth the exception that rules "a", "b", and "c" do not apply to rules 1,2,6, 12.01, and 15: 

A B C D 

If the records which 

RULE are or nertain to conslstinz of are then 

a Electronic systems electroruc records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 

b electronic records destroy when the agency 
that supplement determmes that the elec-
temporary hard copy troruc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for admmistratrve, 
are retamed to meet legal, audit, or other opera-
recordkeepmg tional purposes 

requirements 

c Electronic copies that are destroy alter recordkeepmg 

created using copy has been created and 

electronic mall and filed or when no longer needed 

word processing or for reVISIOn, dissemmation, or 
form filler software reference, whichever IS later 



" 

TABLE 37-8,·, 

A· B c D 

" ~ .' 

consistin of which are then 

forms' and other records that document atHQ - destroy 1 year 
history of approved reprographics USAFIMAJCOMslFO following the end of the 
equipment (the requirements As and approving and fiscal year after 
.evaluations requests, approval, " operating levels equipment hfe in the 
acquisition, maintenance, production Air Force (when 
volume, transfers and disposal) - '. ' equipment is 

transferred to another 
Air Force activity for 
use, also transfer the 

, . , related records to 
gaining activity). 
AUTH: NI-AFU-90-3 

2 controlled disappro requests for reprographics destroy after 2 years. 
...- equipment- AUTH: NI-AFU-90-3 

, 
" 

at operating 
-

level , : 
'. 

destroy at end of fiscal 
ye-ru:afte~ equipment is 

" dropped from Air Force 
inventory following 
salvage' o~tum-in of 
equipment. AUTH: 

, : '-.~~_ 

.. 1,';:_ 

I • '~, 
I , 'Nl~AFU-90-3 "~ " 

'4 
""". 

job jacket files - not . , ~ -
subject to reprinting 

.-
_ 

jobjacket files containing original 
matter, negatives, requisitions, :,' 

destroy 1 month after 
job completed. AUTH. 

-~" " 
correspondence, and allied papers for ' NI-AFU-90-3 
each'pnnting~~--~----------------~ Job 

,5 ' 
" 

6 . forms and correspondence for printing on receipt of 
correspondence for job: or if _ to 
printing prepare budge. 

after 1 year.. A 
NI-AFU-90-3 

, ': >-

:,:.... )~\ 
, , 

, , 
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"'c., t 

-8 , 

' '.. 

. , ' 
" r~, ~ '---

10 - -,
l, . I~ 

~ " 

..' ;:.~ 

-" ..: 

•..,JC:}.'" .. 

14 consolidated reports in-plant pnnting.duplicating,	 destroy when 3 years • '. 
" -atHQUSAF - '	 micrographic and copying cost, 'old. :AUTH: N1~AFU~> 

production arid Inventories; 90-3 
commercial cost and production; 

I-----t----------'----I production sta~dards 
15 printing/duplicating/ at MAJCOMsiFOAs "~ year after 

micro- and management orting period. 
graphics/copying reporting activities A : N1-AFU-90-3 -, 
reports 
copier operating AF Form 1112, Copying Machine posted on or near 
rules Limitation and Unlawful copiers ~;~~~n ~hen . ~ 

,Reproduct~on; 9ffi.ce Copy Machine machine has 
Identification Restrict1ohs; and local permanently r' ed. -«. ·-"t(~'Jf ·t~'''' ,,:'\.p ,-" • "';._operating notices ',. ~'.';',.•,~. - .: "	 'AUTH: N1-AFu-90 " - - '. 

L---=1:...:.7_·'_' &....;;c.;:;.op!;;ii:..;:e;:..r-=c=as::..:e:..;fi=le~__	 _'...J' __at .copy manager's . ..:'; destroy 1 year after ",.. 'L...:;fo::..:r:.:.:m:.::s::.!,-=le~t;:;te::r.::.s-='a:.::n.::.d....:o:..:th:;,e::;:r:...:r:..;:e.::.'c.:::;or:..:ds=-:th=a.:.t
"S-Y .. ?~J(" .~~ J~ I,:, . : ~:'.~ ~..t :~:"':; > J -,; -,"	 .q2;.. , -, ( ;'f.,,-,	 ...;:.'~~.i!~'~~~~\ r • "', I 

.. " .. .. \~.. .. 
,,' , .	 , " 

~', : , "'., 
..I,..: ~ ~.. J: • 

16 
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v-
• , "'t,. ~ 

.~.. .:y;.'. • ': ~.l<.... " )l ....., . 
','. , " 

" ,n .. 

.',,'" ~ 

t' then 

- .. ~ 1. .' :' 

(leased/rented: , . "'{' 
- ...~ _ II::J, ~ ,

copier) ." ", . 
.' .' " .... 

r' :::~r-4 .• ~~ 

document the history of an individual > 

]~asedlrented'or CopiS~ce'pl~ ',' ' 
, , ',' , '. ',."

JCSP) copier ."--'~!:j}:~"f.,:': ..", :-:' 
, , . 

:'" 

r ' .... 

':. close of the fiscal year, 
in'which contract ' 
expired. If purchased, 
use rule, IS. Ifupgraded 
or downgraded, transfer 
th'~ri~wcopier case .." : 
file. AlrrH: NI-AFU- , -, ,," . 

18, 
. ~.'~ 

forms, letters and other .records that .: 
=, ,-

" ' 

90-3,',· ;i-

.. ' ocument the -history of an htdividual 

. ~.. ' 
0. ""ed copier " , , ' 

.•..1,,' 

... ( I 

':'..) 

. :.: '~~, 

...:j~
1.;1" 

,.. ~~:( 

~ 7',· ,...... , 
, .' 

I,~ , 

, r 

\ 

" ' 

- f 

'I" 

- " " 

I, _-, ',- - ' •• t, 



~ese three rules (mvolvmg temporary electronic records) apply to all rules in the precedmg table: 

A B C D 

If the records which 
RULE are or oertain to consistinz of are then 
a Electronic systems electroruc records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 

b electronic records destroy when the agency 
that supplement determmes that the eJec-
temporary hard copy trornc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrmrustratrve, 
are retamed to meet legal, audit, or other opera-
recordkeepmg tional purposes 

requirements 

c electronic copies that are destroy atter recordkeepmg 

created usmg copy has been created and 
electronic mall and filed or when no longer needed 
word processmg or for reVISIOn, disserrunation, or 
form filler software reference, whichever IS later 
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,:fABLE 37-9 .:.1 ",::; ':';" ... , .-
._ ,~. SPECIALIZED<PUBLICATIONS, 'I : I," .', 

B	 C D 
" ' r-... 

'-,...- -, 
- ~ 1 --, , 

f:' • 

~hich are	 then 
see table 37-7. AUTH: 
NI-AFU-90-3 

" . 
, ' -	 ." ·l 

,-\ 

, " 3 . " ted .cal orders record copy of each ,TO in the Ail: at ,i,USAF.' TO ,de~troy 6 years after. 
, ,~ .~.. <. " ~t·, , ,":1 • 

"..".1 (TOs)	 forcC?'TOsystem (AFPD.2i-3) .: , Repository, . USAF TO" is' . .rescinded, 
-

,	 Technical. Order .contracts are closed and t· 

,o-{ . t S~i~m>.','- Section; .	 equipment ,is dropped 
, ........'	 ~...
 

- J ~	 Oklahoma 'City Air from' ";' pJ inventory- " - .' e ,	 '_I ,. Logistics' Center (6~~':(EXC~PTION: see note 
, 

'.' ALCIMMEDu)"~ , , 3).,; -AUTH: NI-AFU-
" ~ I:~JtI: 7' ',i~~",-	 " ~" .: f ',">),,", ~ ~ -.; ~T: :,r: ~ .IJ~ ~; ',"~ '. '90-3' -,', ' ""* ) - • -'I, ~ ,c 

destroywhen 'nolonger 
.... .r "'l _ :. ',3 :,..' '" ,~

required. ~ " : 3' ~urH: , 
GR.S23,ITEM8 ,: ',", ".,> 

t~~~}:;~\.'':\::i;.:' ~<''-£ 
l.:~i-:.,t .. -: .I'"' '. Ji!!: .' t-

" ' , ):.. 
r • • ' .. ', ~ 

4.03: Code". -.' ' Selected	 at Techiti~~al ...·Order destroy upon, receipt Of -
Reconciliation	 Distribution Offices next ~ csnr, AUTH: 7 

I'" Listing (CSRL)' (TODOs) NI-AFU-90-3 

5 characteristics record set of each pubhcanon, which see table 61-4. AUTH: 
guides includes' a printed ropy of each NI-AFU-90-3 

issuance, edited manuscript (see table 
'37-7), printed copy of each' form 
prescnbed, document showing 
SIgnature of approving authority, 
document showing latest annual 

/ 
review by approving authority, and 
related background material such as 
records ; relating to developing, 

" \. 

coordinating and issuing' ..each 
-, publication '.'" . ' ....' ~:. " " l' 

~--'-------:""-,-----I /:;\'.~" ,.:.,:.~-.-"	 --::w~--L,-.-o-r-'
" 

.t	 -'~. '..... .. .-~ • (, _ --, ., 

~:','	 ~? 
.~- - .. ' .OJ ' \ ~~	 , :".	 ~::~~, 

,'" 
,. , 

s. . :..~. " , • ~' • 
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"TABLE 37-9 

,,'" Continued.	 " 
, "B	 C, D 

,~ , ,, 
',t-

~' , 

dispose : , of per 
appropriate. 'table and

.', ,	 ,J', 
rule in AFMAN 37-139- I.' ,-'.. 

• : ~ " ~ I (See Note 6). 'AUTH: " _; -, C~'~" 

, , NI-AFU-90-3 .. . ,
".' at HQ, AJiYLG and retire as' permanent 

~C;,S~ as applicable ~ each edition containing" 
, ..,. , 

a" change in. content, 
format" or':',production 
principle''- .• ',<~ (code 

ge~e~atiori '~ed!a) -{See' 
i:', ......No~c:s .:'I~,'~2.,·~'an~,.,~). 

AUTH:·NI-AF.U-91-20;' :i~~-'. 
destroy	 :.6.!rlt~S~~ after~ 
~i,-rf-:r-(~ .,..~~ .",.'r.'''''{'- ',;. .,-~.• '-/ 
supersession ,,'~'"r " or, '~; 

•	 ....},. \' f'. I.' .' 
.... ,,:.'-rescission'(See Note 7). 

-..- f' .....~·,_ ..I , 

, " AUTH: NI-AFU-91-20: -; ,'~.~; 
"'... "	 ) 1 ,..~~ 

!,~-,, : " , : .", ,(i' - .. ' .. 
T:"i ":;;~~.'r.~'~h~~~:~.:

'.; '...,' .' 

p~~ap.~i!'t;'---:..; ',' ..... :.,..	 
r~tir_~,' )lS7~~'~'
(See ;Notes'~~l 'Men8):; 

~"",,=~~:' ''--:'-:'-=-=-----l~A:=-;UT::..;:·	 :.=;H::..~' N~i ~AFU~'£'~'::...-::..;:9 i:....:~2::,;::O~. ,'.&:~ 
~t:"HQ U~j\F/S9PA ,iC!~~.e<~}¥~~~~ep.!~'~~~r,

~'HqAFJS..ySEGO (See, N~terS){ ~A~Ij:,:' ,';:' ',0: 
, . NI.-AFU-88-43 .: , . :'} . \ ~ , ' ~--

,.9.01	 supplements to AFOSH.standards ,With at;' and destroy after S years, or'. " . 
'command-oriented information ,/ not ~hen . ',.~superseded:' 
contained in the basic Standard' oi\vith rescinded, obsolete, or 
more detailed or stringent criteriathan no longer' needed, 
con tamed in the basic standard ' whichever is later (note' 

7). AUTH: ,NI-AFU-
88-43 

10	 US Strategic record copy of each PSSTRA TCOM at issuing activities , troy 6, years after
 
Command Civil CEM 

,I 

~p
 
Engineering
 
Manuals
 
(USSTRATCOM
 

1-:-"---:"--1 CEMs) 
"11	 background, material such as, forms -,
 

reports, correspondence and', ''other
 
'documentanon concernin initiation"
 

','''' .,'..	 t' .' ~, 

.' - ~... .:'"", 
" 
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" 

':'. ,. 

then 
preparation- issuance+and changes to or 'rescinded. ' --AUTH:: 
USSTRATCo'M CEMs ':":-- ' ,t' NI-Aru-90-3 ',:' 

(RESERVED) • " 1-.-. _,.,--:-~ __ .>_~o}.'_;'_'1'...:,,' :;_' -~' • -+-_~ __1 (RESERVED) 
...J,' ...-,;, ~" _ • ",' 'I' 

" '-
,14 ;,. Medical 'record copies 

~ --, .f 

. ~, ,< 

'.'. IS',
" . 

'"., 

'..:, "
 
, "
 

) ~ .-. 

)", 

- 21 education and records sets at issuing activities "~etire as permanent
training records , te 8). AUTH: Nl-
documents for 88-14 " 

t----i mishap prevention 
22 background material .such as mishap destrOy~arS' after 

reports, correspondence, photos, and publication .ssued, or 
othe~ records supporting information when no long eeded, , 

·c, " ,> publications _ ,-, " , :~~pever +:.)s :,j:, ~~~, ·,~.L:":r"" ~,~" . , " " .. AUTH: NI-AFU-8 II' e»t;~~3:-'_-;~AF'7'-=:R:=-O:::-T=C:::--:-,-a-:U:-t-r.....-;;.;r~:,~::~r:-:';.;;;d=s=e=t:o:::"f;... U~b:-:-l:::iS~h:ed:~,~~t1:a-,,;..t~H~[Q~~- an:~d~~d~e~str~O~)y~~.-a~~q';;';:;;;;er~'?~',1~:~;";;•..;.,"_~~~~"~-..:;.;ea:c~h:l~ett:e::r~p:'1 AFR::~~O~T~C~~' '_ 

','.... ,-.... -:-. .-;. . 
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TABLE 37-9 .... 
.'	 ... ~ J 

-"~, ,. . .::.: .. Continued. 
"
 

A B C D
 

, I . 
• "r-}. 

.'

.' 
-

" , ,; , -
If the records are 

' 

.' ,
 
.;,'. -

or ert;Un'to' ~'.•:'" conslstin of	 which 'are ". : then . ';~ 

issuing activity .	 AUTH: NI-AFU-88-43 t: , . 

24	 at HQ AFROTC staff destroy after expiration 
offices,' . ., . area date AUTH: NI-AFU-
commandant . offices, 8&-:43 " « ,	 :' ' 

'and 'senior Units . .- .. 
25	 Air .Force BloOO record copies at HQ USAF/SGHR destroy' ,after 10 years' " 

Program Technical ,'," (See 'Note 4). AUTH:r 

Letters{AFBPTq)~ ) .> NI-AFU-91-40 '.' 
1--.-..2-6--1 " " ·I-co....:p.:....le-s-· - -m-edi~'c==a:=ll!!!l.;;::---+-=:~:"='''::'''';:'':''':''::''-~~ '>;o--:(:-AF~_B--P-:r-L-s------,-,..:..,:-. i-a t

,facilities' 
MNCOMs/FOAs 

•	 I 

, "'~', L.,~;,,.~~,! ,- '<~',r'..... _ :>:!"'1:'"	 'It ~::...·'J,_~~:t~.;: .' ':." "f; .- ': J ,~.:~J';'~"r	 r;
.' NOTE(S)- - J, ..,' ....... - 'I",	 _ - t ,11 " '. ~-, ~ .. -, , I.. ~ " -,. I
 

.	 I!'RetaiIl·as curr~.~~ until th/PUbli~~tion· is:resCi~ded::~~~sed~d' or:obs~l~~'~. (~tip~~~~ed,~ein~ tIi~tth~:pubti~ati~;'h~ ,'>,. 
...	 '. • .,._"~ J. ,. , ,~1 ......t , 1'1._ -, , • I -, t Ii.. , ... ~"","., _ , 

,	 been replaced by one bearing either the same or a different number arid subject). 'Remove from the current file,'place in an - ", ./; 
inactive: file' and '~htoff :31;' Decetbb~r "e~i:h.'Ye~:~Reth-e'fpef',~AFi ;'31'~138;,;paIa~hph'!-3.i ~d ;:table '3.1. '~OTE:' ,·AF >" .:. ~;:' 

\}' .. ~' .... ( ,~ ,:. '''~'''''~'''t I-~ ' .. ' .. 0." ,.t.l-_"""'L',.~. ""11,"" J _..~.....t.~'A.~c .{. •. '" >::.Z.,~\7'tJ-"~-i:k "'J";t'~I;.': ••• .r1 ,t,':l<', Jjii~ ... ~ .. _/:\ .f~·~I'-:'··\J"--:' 

, ~~~~~~t~~ ,§i>~ci~~~~ef;p~?l~cati,~~s.l?r~~.ru:~'~I'.or	 ':':i1¥):~ljsu~~.,br~<;q¥.~~~t,·~~t¥~r~,.~.~Jt~~\<::~~",~RtV.~~~}t~c~r~~·s~t~~;~,,'
, Responsibility for mamtammg therecord sets, including all essential	 backgrouno matenal/ls aS,agreed upon between'the:<J:~l~".~:~ .. .	 . 4.. ~. ~ -:~' .;:..,..,. . . e ... c ; . .-,,~, \, "-,,,! .. ~~i''''''"", ;"~'t" -. ;-' - :.,.(... • .'1~:''''	 .....
... HQ USAF 'OPR arid the pr~armg conimand. -When' retiring, ,the HQ USAF OPR'is entered in Item 5 of the' SF 135; arid .: .~ ,~ 

I .I,. - -,'.~ ~~. .~"L ':0 h" .. -, ~ ~_'. :fo':- f',.":'k.l,..~:-~·, .......... ;.4. ""t- ~I- '~ ..-, "-< • i" '-- -;,
 

t "341" entered in Item 6a asthe Record GroupNo. Indicate the preparing 'office:(¥fJCOM or FOA and office} in Item 6f of; ~', t: 
" ~:",the SP:'-135. An a&=e~sion~'~uriiber'ls ~btiifribifr~ii{th~ HQ .usAF ,CPRstiffRec~idtM~'ag~i\Ii~~rerit~;e(it{It~~: 61i~a:' /-,f::t'

h·.. ;J,' ......ii·,·	 -:tf<~ ... x:> , •• ~.'1p.-" .,', .~ '_'~~",";>, ),l.,,...,~~,...~.:;7~~' ' ...· ..uJJ:;!. ....:-:~' ~SoIt'" j~,~1t4\"':,.,"'-l':',·,~1I1: .. !9~ ....1¥I~1 ·.·;::·'~)~\"".II.-,. ...~~J'·· ....~,·.~ .."'lI·..I;~ ..;',!· .. ,'!~'~~'11
~,;.6c·'of th¢ SF. q5 before shipping the'recqrd g'ets to ~C per W 3J-P8, 'p'aragraph 6.9.;ap'd ,figure" 6.3rR~cord sets·'bf;.' ", I~..: " 
\. }.. ~ II/It. ' r .~....~~~ ~ _. ! .. , • J '.' • "" '., , • _.... "1-.*-I--'.~: _, "",,, .... ~•. t. t.:!~ .....'" - !ill _ .... '''\ t ,.~ .......
 

"documentation in rille' 8 will be transferred to National Archives when	 sensitivity"'and classification no longer preverit their r, --;--' , 

~~~-r~~'~~?~ca(~eseai9h;':~f;':' . :,! i'~'~~'>~:~?.':.:'".,'.," ~::' ·/\?>,~~,.J·~;~!I~'{~~,,,~,;S~;::~~':;-',j''j~~::: • ,\'. ::~."r) "'"~a , " •'~.:~~ , 

.2. Regeneration criteria may, J:>~ destroyed, after they have been used andJP.lthpri~ea for 4_es~Cti9b by ;us~g units. . ,r .... ::;,,' ,'" ",:' i-, 

'J. :' 3. Prior 'to authorizing OCALCIMMEDU.'to destroy, TOs on 'expiration of-retention periOd,~ the riS~porisibie''aii' logistics . ,> ',:.:!
, ~~;mi~r'(,<u.C) Will: ~~: fu~Je':,that~ sn AF"9bhg~tions f'bother ouiJa:' )J.~'For.crR~~~;'MiljY;;Y'~.·userst'(A1~~~a!ion";i"	 ','~',>:

•• ~ t ._ ... - _ ~ " ~'.l\~"'1 '.	 I ........ 1I(..1o!t..~1t;; ..... ~.I;.-I'. :. '..,1.~· 'f .. ~-, i ....... 'ti"';!: '",:; iii
 

- Assistance Pact countries and Foreign' Military Sales customers, etc.) have reen'satisfied. b. Insure through the ALC Staff i h": 
, -' , J - \ , "	 ~ - " "" J.o/!'k Jr .-} • "".~ --.. ~ '.;:.Y", .,'{'

'Judge Advocate and HQ 'USAF/JAC that there are no unsettled claims.Titigaticn or other incomplete actions' involving' a" ,'"~ " 
, ..-	 _ .. ... ./.< '<.1 _ -. ~ ,'r..,f" ..""'{ .. " ,'. _,,' ~.... .-. _ -.~ ,,, ... !1 

rescinded TO. c. Provide a listing and offer the TOsto the Director, Air Force Museum, Wright-Patterson 'AFB OH 45433: '. ':, r, 

d. Obtai~'written permission from the dat~ source to release TOs for:mJ~eum'use' if they: contain proprietary datt. If any:':' '.'.;, 
conditions are imposed by the contractor, they will be stipulated in the transfer agreement. '-. '. ' '" ' ' "-' 
4. Retain in current file until eligible for destruction .:	 . : . 
5. Transfer to National Archives in 5-year increments when
 
25 years old.
 
6. When a specialized publication IS not described in this publication, submit AF Form 525 and a sample of the publication -
to'SAF /AAIQ requesting estabhshmen t of disposi tion authority under the appropriate functional table. 
7. Prior to destroymg MBs, HQ AINIMOR will contact AFCSCIMA V t~ ensure records are eligible for destruction, 
8 HQ AlA is the office of record for records of longtime retention. Records appraised as permanent will be 'transferred to 
the' National Archives when 50 years old or when their sensitivity no longer prevent their use for purposes of his torica rand . 
other research whichever is later. Sensitive records will be periodically reviewedevery io years. ' 

" 

.'",,: . -. : -, ::-
, . ' ~ .~..:- ' ~."	 t: .-'-

" .....	 'J 

! 
. ~" 



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 rules 8, 8 02, 9, 20, and 21 

A B C D 

If the records which 
RULE are or pertain to conslstina of are then 
a Electromc systems electromc records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 

b electronic records destroy when the agency 
that supplement determines that the elec-
temporary hard copy troruc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrrumstrative, 
are retamed to meet legal, audit, or other opera-
recordkeepmg tional purposes 

requirements 

c Erectroruc copies mat are aestroy alter recornkeepmg 
created usmg copy has been created and 
electronic mail and filed or when no longer needed 

word processing or for reVISIOn, dissemmation, or 
form filler software reference, whichever IS later 



-' " 

, , 

1'" . 
" 

" 
,'I' 

;,' Il, 

• " "'. ~~ 

" 

--, -'. ;:'.TABLE 37-10 :'". '.	 , , '.';' 

FORMS MANAGEMENT ':,
 
:-' A" B c D
 

~ % -'-,

:,~.1;'\ ~<, " ," 
.; ,....,. • ... ~ \.' f 

- :' ,~" ~.	 f, ~'..~~'·::f~·. - , ":~:},..~.
-. - .. 

c'~~~i~ti~:1'of ':" ;:":~;Y": whi~h;ire then ' ~r=~~~~~~~~--~~~~~--~~~~~--~~~~~~~~~~~~--~--~--~
_.1
records that 'reflect development,' at ,HQ ; USAF· and de,stray 'when:6 years 

" "":	 fo~ulatiOIi and 'issu~c~~o'f.all basic MAJCOMs ~'old; .earher disposalIs 
plans, policies and p~~~~dures, and the" authorized' '.- if the 
managerial, 'control' of ,-the AF -wide records are superseded, .,' 

"d':, fOI111s" ~a~a~e~,~!lt. pr,~grW,1 ,w~ich ":, ~b~ol,et~;;~~, ~~ longer 
, encompasses' , .' development' of . '.~ needed for' feference.. 

standards, ,"design, (typography and r AUTH: Nl~AFU-90-3 
. , 

l	 " '.,"< 

specifications .for, and, consolidation;', 
,I' ,', 

. , rt'ridennfication;: :', registration "and " . - ' .... ' 
standardization of all forms 'created 'by 

, < 
I',';:, _ ,AF,aCtivities J	 ,• 

2 ;:-, functional	 
" 

/ I ,1 t,'r 
, 0 

~::',:j 'flIes' " 

-r . 

.'" ':;".J
.~;~~74U~)'~) ."'t~.~~lt"·I,~\I·~l·~';~?~~ £ ~';.\',;'~':~'~" ,'of 11'~~~'~~~,~.~~~~~~~--~~4-~--~,~.~~--~----~~--------~.+-----~~----------~~~~~~~--~~--~II~'
.: ",5, 1..,J: 'reports ,., . of .' -forms : -management	 f,'~ 

• '; '~''''''::~\,	 , '.~ I, a~tivit!es: progress,' status; and costs ':"	 ~~f" 
',' ;:;~' .::" ,,', ",,"	 ' . r;;..;::.....;:;.;;;;.;;..~;.....;:~--..,-----=+.:.d.:.e.;:;str-=.:o.:.y:...;.:..:a:.:ft...;er~...;;-I;~i~(;:":t-=.:l;":'Y':"'e';:;ar":"'-,

~ '6 ''.,':'' <, . ~':'	 AUTH: NI-AFtJ:-90~3'" 

estroy on' completion' 
major. o - ext report." AUTB' 

", commands Nl- -90-3 

8 Forms Management Activity Record 
AF Form 1798 

9 Forms Register (AF control cards on command and office destroy 1 Y' 
Form 1797)	 forms; show forms numbers, OPR, form became 0 lete, 

prescnbing directives, reproduction AUTH: NI-AFU-9 
actions, and costs ' 

No.TE: Printed ~opy of each prescribed fo~m, copy ofrequest for approval of the form, and the document that established
 

.,the ~e.q~emeD:~ ~lll?e_ fil~~~i"!,~, th~~ecord "seto~tj;e i>~~s~.~b.i~gdirectiv~, .. ;.;;, :."" ":;, - J~ ",_
 
,... ' ....':' t' .... r~,,~. lJ, '.. "':L::;:~.L ~~}-	 \"",J.4 I, ,~~ "~_ 

: .., *-; •	 • f • • ~ ( 

" ... "'" , . 
" ~, , ", 

, ' 
L f' - • ';:';
 

• i - ~ A •.
 
; '1'• I,	 '/".f' " \~;::, 

."'<, ", 

If· ) 



These three rules (mvolving temporary electroruc records) apply to all rules m 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 penod 
temporary hard previously approved 
copy records for the corresponding 

hard copy records 

b electroruc records destroy when the agency 
that supplement determines that the elec-
temporary hard copy tromc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrrumstrative, 
are retained to meet legal, audit, or other opera-
recordkeepmg tiona I purposes 
requirements 

C nrectromc copies mat are destroy aner recorckeepmg 
created using copy has been created and 
electronic mall and filed or when no longer needed 
word processing or for revision, dissemmation, or 
form filler software reference, whichever IS later 
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TABLE 37-11	 ' ' 

••• J, ,,-,C D 

,,'.:.';~"~i::A'<~,:;,')
H -the '!records '.are 

- '.~" 'Or " ertaio'to ' <,.,' . ~, 

.. , 

'1.01', 
I. " 

.... 

1.02 
'~~ r '-J-~"S. 
;:j '/:;~'~"i: 

3.01 

transitory material4 

" " r. 

-letters, ",. 'indorsements, z', memoranda; 
reports, 'and relat~( data involving' a 
variety of subjectsInot appropriate (or, 
fihng withother records seriesjexcept 
office: administration, created :~,or'J 

received that records policy'.making 

'and p~ogram. niin~i~nieQt ~g\!i~apce 
for: which . the office "has'" primary 

responsibility ~ :;< arid .~: ,~preyjouSly 
'categonzed -under- the AF· Subjective 
ClaSSification Stem' ,," " .: " 

',1' Secretaryof the Air Force and. 
~ I' ,:'~f ~\h~~~~:~Ch,ief,:.0r',J Staff 
corres ndence filed numerically with 
reference dex> ':"_ .:~: : 

'duplIcate: files, kept by action officers:' 
", ';.....' -.' • '.' 1~ I~ ...t.!. .".. ::.

supervisors,' .or . '; supervisory ,:. or. 
:mohltoriri:g offices' whenrecord copies"~t-, ,_., ...- '- -o\f~";:;-' " ") , 

?r;'~()~cI~~ !,~leki~o~~e~~,~e ..~ ,fil~d 
elsewhere In ,the same organizational 
'element See Note 3 ':f ;'..; " ,'" ' '. ;,_ 
tha t porti on of the ,correspondence files ' 
that does not document policy making 
and program guidance 

transmittal records that add no 
significant information to material 
transmitted, not needed to document 
specific functions or actions; but are of 
reference value and are kept in a 
se arate chronolo real file -

,/ 

.. - ,'" 

at: ~~HQ' ,! '.:;USAI:z. 
,¥AJCOMslmajor ' 
subordinate commands 
,functional PPRs 

" .' 
" 
-...' " 

at" HQ USAF/CV AE 
(Executive . Services 
Division) , . ~ , 

1 .... 
" .. ' < ~ t.. - . ,	 .~ . 

, 

.,,' 
. .
" 
at. HQ .-'I 

MAJCOMs/rnajor 
subordinate commands 
functional OPRs (See 
Note 4 

,', 

then 

retire ". ~ permanent 
(note I), AUTH: NCI~ 
AFU-80-8' 

.,".. .. 
~.. 

-, 

J-..... ; 

retire as permanent 
(note I), AUTH: NC'-~ 
AFU-85-20 -

,	 .,
~	 ··lo·~ 

J!.I, 

•	 r,~", 

e' -' 

~" 

.f. ' 

. , ,. , .~-
" ,-

, ... ' .... ~,~~ ...... r 1" 

, - ,,~ 
~- .... ~ 

,'.'	 " 
" • ~l 

, t 

destroy months after 
monthlyc 
no longer 
whichever is 
AUTH: NI-AFU-9 

toz:
 
, .-~ 

... ,,:~ \ r	 :~ . 
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~ Continued. \', ' ,d, 

A 

.:' 
,', 

~.. , ~"';::' .~" 

" ~ ;\:., 
., 

.~ B" ' ,' . C 'n 

" 
" 

" 

e~tr~}'c.opies 'qf letters., messages, or, 
oth'e!-"'records used 'for p6iiodI~ review, 
byoffice staff,':as a eross-reference to' 
,~~ r~~!?.rd,copies filed 'in, the.. same 
ofl!ce,':,,(" for', ,\:~ignature ,t!" ;con!iol, 

, -~r~pru:ation of periodtc'}~l?qrts, p~,,~or' 
similar "administratlve cpurposes, -and 
'ir,e,",·,m"·,~intained,,,..,,·in,,',.,a, ,,'s,eparat,e,' 

> ., ._' _

chronolo ical file ,,~: " ," : ' ,," '" ,,-::'i,' 

, 

.., 
~ 

-.: , 

.'(i',~, 
"","" 

' , 
,~~ :;;;Y :: r " 

-' 

I' 

..F., ~,:; , 

" then 
~',:.,destroy, I ,year after 

monthly cutoff or when 
no . 'longer , needed, 
whichever, is sooner., I 

'/).' .AUTH: NI-AFU-90-3 
,'r • 

destroy 6 months after 
monthly' cutoff or when 
no, ':-.Ionger ': -needed, 
whichever is sooner. 
'AUTH: NI-AFU-90-3 

", 

" Tt' 'r.: 

, , 

~:~~~~;<~",I·~,"··: 
,destroy~after,·l·.year or 
"l ~ '\ ' '." ~ 

'when nolonger needed,'
'" i ' '\ I"~ " I .;;.-

~hichever ','~is' ,~'sooner 
'(EXCEPTION':' 'destroy 
)EMCs.'.and'iMCs"wlieh~ 
'l "'!.r",Y ~ ~.... ,. ..., .. .' ;' .,
'superseded 'or rescinded 

' .•• ;::.• .; -i::: ..... , , ;. ~ 
by ';<" . a ','" formal 

" ,~,.' 

pq~l~ca~ion):' 
'Nl~AFu-90-3 

Al}Tti: 

ioestroy \'after l" 'year:
J..- r:'1'I.,~:' • ~ ..... - "t I }~.

(See. Note' 5), . AUTH: ' 
'Nl,-'AF'"q-90-3' , 

" ': 

.~; 
....... '. 

6.03 record set of ALPERSCOM 
"B" and ':W" series messages 

, -~:' ~ 1.. 

and AlG destroy. "after 
(See Note, 5). 
Nl-AFU-90-3 

2 years 
AUTH, 

7 office 
projects/studies 

.~~.. 

case files of individual projects/studies 
relating to an office's, management 
function," such as analyses of 
policies/procedures, . or actIOns. or 
changes in the manner.' or method of 
planning, directing, controlling, or 
doing work (do 'not include 
management studies covered in table 
38-1, cost studies in table 65-1, R&D 
projects/studies in 6l-ser,ies tables, or' 
any :pther project or' study 'covered, 
'elsewhere ~ ,in'- :vofume~',;Ii:, of]:'this're' iilation ' , ' ., , , " 

1,;:,. 
, , 

at OPRs at 
and which 
issuance 
pubhcation 

~ - ,. 
., 

include as background 
material to the 

ublication and dispose 
accordmg to table 

37- AUTH' Nl-
-3 

. , 
, " 

r-
t'~'O" '~'" :.~':':

f·· ~ __ 
_ 'l' - ~ ' .. : 

~I;::'::,,:, " 
'. ,-'-; . ~' 

" 
, _ -' ...,' 1 ~.... • .'. " , .r - ~ - , • 
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TABLE 37-11 1 
Continued. I 

A B C D 

R 
U
 
L If the records are 

" . .' -' (. ~
 

E or pertain to conslstlng of which are then
 
at major subordinate destroy 20 years after 
command OPRs and completion of 
above, and do not project/study or when 
result in issuance of a no longer needed. 
publication i\lJTH' ~1-.AFU-90-3 

9	 below major destroy 2 years after 
subordinate command project/study is closed 
OPRs, and do not i\lJTH: Nl-l\F1J-90-3 
result in issuance of a 
publication 

10	 background and working materials, destroy when no longer 
such as routine requests for reports or needed or on 
data, routine correspondence completion : of the 

rnmg administration of the project/study, 
, t/study, extra copies of records whichever is sooner. 

..... erence materials, data analyses i\lJTH. NI-.AFU-90-3 
~aries, drafts, and, other 

prehmiinID' papers leading tojfinal-
< results .~d~gs .not needed to 

-', document th~roject/study-, ' . 
I .........
 . -, any' of the ma~l identified in, rules at offices other than
 

", 7-10 . above' an,not needed to OPRs (such as
 
monitoring, control or
d~~~ent other ~e~?rQ,ries , 
.feeder offices) ~_" 

.. 12-, staff'. meetings and record copies' of agenda, ~i'\inutes and at major subordinate retire as ,permanent 
~ .r' conferences " (not related corresporidence'(see~ble 38-5 conimands and above (note 1) i\lJTH: NCI-

covered elsewhere) ; . for .AF committee and, board'~' cords l\F1J-80~8 -
arid for sound recordings) not led0 

with another series 
12.01 -	 destroy after, 1 _year,~ recorded in other series .'.', ,.' ~'''-' 

i\lJTII: ~1-l\F1J-90-3 
13	 record copies not filed with another, be'1b~ , major destroy after 1 year, on 

'0 series 'SUbONl~nate~ommands	 inactivation of activity, 
or . when no: longer 
needed, whichever is 
sooner. i\lJTH' ~l-
.AFU-90-3" 

- 14	 ~In~fI~or-m-a-t~io-n--c-o-p-le-s--n-o-t~fi~l-ed~-W1-t~h-+----------~~~~--~ 

another series	 " 
15	 block assignment of messages/letters correspondence at MNCOM AIm ~lace 10 inactive file on 

address mdicatmg relatmg to imtial assignment of AIG managers (or at any on of the 
groups (AI G) block and any subsequent changes or lower level to which estroy after 1 
numbers adjustments AIG management lJTH: ~l-.AFU-

authority is delegated) . 
16 address mdicatmg messages/letters of promulgation, at cognizant destroy ~r 3 months' 

group case files copies of each modification or recap, authorities and AIG (note 6). II: NI-
and related correspondence managers l\F1J-90-3 

17 form or guide letters coordination copy of form or guide at approving destroy ~en 
letters authorities superseded or obso e. 

i\lJTH' NI-l\F1J-90-3 

lot-
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NOTE(S): 
1 Rule 1 applies to correspondence and other data of the type described In AFI 37-138, paragraph 2 11 which are not filed 
as, or filed with, a separate series Identified elsewhere In volume II of this regulation. The file IS not screened or a further 
segregation attempted to separate permanent from temporary when the file IS cutoff or retired, except as provided for In AFI 
37-138 Transfer records to National Archives In 5-year blocks when latest record IS 25 years old 
2 RESERVED
 

3 Rule 3 applies when an entire file consists of duplicate copies maintained for morutonng purposes
 
4. Offices which are subject to conditions In rule 1 will use rules 1 and 3.1 for their correspondence files 
5 Retain In active file unnl eligible for destruction 

6 Cutoff as of end of month In which cancelled or In which recapped, except retain Initial promulganon message/letter 
with background material with recap correspondence until AIG IS cancelled 

7 Transfer extracts to NARA when paper records are transferred Place paper copy of numencal Index In first box of Rule 
1 1 records when retired to WNRC 

8 Transfer records to National Archives In 5-year blocks when latest record IS 
25 years old. 

These three rules (mvolving temporary electronic records) apply to all rules in the precedmg 
table With the exception that rules "a", "b", and "c" do not apply to rules 1, 1.01, 1.02, 1.03, and 12: 

A B C D
 

If the records which
 
RULE are or nertain to consistinz of are then
 
a Electromc systems electromc records destroy on expiration
 

that replace of the retention penod
 
temporary hard previously approved
 

copy records for the corresponding
 
hard copy records 

b	 electromc records destroy when the agency
 
that supplement determines that the elec-
temporary hard copy tromc records are super-

records where the seded, obsolete, or no long-

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

c I Electroruc copies	 that are aeSTroy atter recorckeepmg
 
created using copy has been created and
 
electromc mall and filed or when no longer needed
 
word processing or for revision, disserrunanon, or
 
form filler software reference, whichever IS later
 105 



TABLE 37-12 

ADMINISTRATNE COMMUNICATIONS DISTRIBUTION AND CONTROL 

ABC	 D 

If the records are 
consistin of which are then 

forms or similar media used to destroy after 3 months 
deterrrune distribution made of or when no longer 
mcommg communications needed, whichever IS 

sooner. AUTH Nl-
AFU-90-3 

1.01	 forms or similar media prepared for destroy when 
subject routing of terminated message superseded or obsolete. 
raffic by the message distnbution AUTH: NI-AFU-90-3 
ill on oftelecom centers 

2 eglsters/logs	 destroy after 6 months 
or when no longer 
needed, whichever IS 

sooner. AUTH: N 1-
AFU-90-3 

3	 adrmmstration message/correspondence destroy when no longer 
communication review/improvement check needed AUTH NI-
reviews similar records used to review messa AFU-90-3 

or corres ondence mana ement 
4 RESERVED (RESERVED 

5 suspense control file copies or extra copies of destroy when reply IS 

commumcations, forms, notes, etc, received or action IS 

used to manage correspondence flow completed, file With 
transitory matenal, or 

corporate With 
app , nate record 
senes I ther tables, 
whichever 
applicable 
NI-AFU-90-3 

IO~
 



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 consistinz of are 
a Electronic systems electronic records 

that replace 
temporary hard 
copy records 

b electroruc records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retained to meet 
recorclkeeping 
requirements 

c Etectrcruc 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 

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

107 

: 
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TABLE 37-13
 
ADMINISTRATIVE ORDERS
 

A B c D
 

If the records are 
consistin of which are then 
letter request for orders, amendments, destroy after 1 year 
etc, justification files on special (See Note 1) AUTH 
authorizations when required by NI-AFU-90-3 
orders ubhshm activi 

2 originals or record copies of G-senes orgamzed and retire as permanent 
special orders and MO, movement main tamed per AFI (See Note 3) AUTH. 

J-__ -I- -...3~---+.:;:;or:.;:d:.:.er:.;:s~---------__I 37-128 (See Note 1) NCI-AFU-85-4 
2.01	 ongmals or record copies of A-series, destroy after 56 years 

O-series, X-senes, aeronautical, and (See Notes 4 and 5). 
reserve orders (Except D-senes and J- AUTH. NI-AFU-95-5 

ries reserve orders 
2.02	 or . als or record copies of D-senes at AFRES units and destroy after 7 years 

and - res reserve orders ARPC (See Note 4). AUTH. 
NI-AFU-95-5 

3	 onginals 0 record destroy 1 year after 
background rna fiscal cutoff (See Notes 
senes special or 1 and 5) AUTH. Nl-
calendar year 1966, enes special AFU-90-3 
orders, Y-senes order, squadron 
non prefixed single number series 
special orders, and PA- PB-
s ecial orders 

4 M- and P-senes special orders issued destroy after 15 years 
before calendar year 1967 (See Note 1). AUTH' 

NI-AFU-90-3 
5 orders covered by other copies distnbuted to any AF destroy when no longer 

rules 2 thru 4	 activity for mformation or other record needed, or apply same 
purposes (includes MPF disposition as files they 
adrmmstrative file copies) record (see other tables 

m this regulation), as 
ropnate AUTH' 

Nl- U-90-3 
6 Automated Orders identification data in computer used to when the 

Data System	 prepare temporary duty travel orders mdividua whom the 
data pert 
reassigned. 
NI-AFU-90-3 

NOTE(S): 
1. Justification files for special authorizations, theater clearances, and other coordmations, approvals, or other records such 

as letters, messages, etc., which support the content or need for the orders, are maintamed by orders-issuing/approval 
officials per AFI 37-128 
2 (RESERVED) 
3 Transfer to National Archives In 10-year blocks when latest records m block are 25 years old 
4 Aeronautical, reserve, and A-senes orders dated pnor to May 1964 may be retained at NPRC for reconstruction of -

military personnel records destroyed by the 1973 fire, until no longer needed When no longer needed, apply approved 
retention penod 
5. The "Y", "0", and "X" senes of orders are shredouts of certain types of CIVIlian travel. The "Y" order replaces the "T" 

for all Civilian TDY to attend training. "T" IS used for all other temporary duty actions for both military and civilian 
employees "0" replaces "A" for all PCS-AFCPMC funded career program selections. "A" senes ISused for all military PCS 
orders, separations and certain appointments. "X" replaces "A" for all other civilian PCS orders log 

http:I--...3~---+.:;:;or:.;:d:.:.er


These three rules (mvolvmg temporary electronic records) apply to all rules 10 the preceding table, with the 
exception that rules "a", "b", and "c" do not apply to rule 2 

A B C D 
If the records which 

RULE are or pertain to consisting of are then 
a Electromc systems electromc records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 

b electromc records destroy when the agency 
that supplement determines that the elec-
temporary hard copy tromc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrmrnstratrve, 
are retained to meet legal, audit, or other opera-
recordkeepmg tional purposes 
requirements 

c tiiectroruc copres mat are aestroy alter recorcxeepmg 
created usmg copy has been created and 
electronic mall and filed or when no longer needed 
word processing or for reV1SIOn, dissenunation, or 
form filler software reference, whichever IS later 

lo~
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TABLE 37-14 I 
OFFICE SUPPORT I 

A B	 C D 

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

office adrrumstrative	 records accumulated by mdividual destroy after 2 years, or 
files	 offices that relate to the internal when no longer needed, 

adrrurustration or housekeeping whichever IS sooner 
activities of the office rather than the AUTH NI-AFU-90-3 
functions for which the office exists, " mcluding records related to the office 
organization, staffing, procedures, and 
communications; the expenditure of 
funds, including budget papers; day-
to-day adrmrustration of office 

. personnel including trammg and 

"~travel; supplies and office services and 
ment requests and receipts, the 

'-' office space and utilities; copies 
I activity and workload 

report ncluding work progress, 
statisti , nd narrative reports which 
are prepa~ m the office and 
forwarded to ltigher levels), if not 
covered elsewher~d other materials 
that do not serve a;\iclal records of 
the programs of the offic€i(note 5) 

2 (RESERVED) (RESERVED) 
3 project control and memoranda, reports, and oth~li!lecords destroy 1 year after the 

support documenting assignments, p-rQgress year 10 which the 

and completion of projects '" project IS closed 
AUTH. GRSI6,ITEM5 

4 destroy when no longer working papers, drafts, stenographic I'.". 0-

notes, tapes and disks that have been ""'"' needed (See Note I) 
transcnbed; charts, diagrams, or other AUTH GRS23,ITEM8 
graphic material used for briefings, or ,.,~ 

Similar data that are surnmanzed in ~"''' 
final or other form which are used to ~,...
facilitate or control work 10 progress ~ 
and are not needed for record purposes ,,, 

4.01 
thru 
4.06 

5 

(RESERVED) 

finding aids mdexes, lists, registers, and other 

"'\ (RESERVED),.
des "lilY or delete With 

finding aids in hard copy or electronic the re" ted ~ records, or 
form used to provide access to records when no ' nger needed, 
authonzed for destruction mother whlchever~' sooner. 
table senes, EXCLUDING records AUTH' GRS2 TEM9 
contammg abstracts or other 
information that can be used as an 
information source apart from the 
related records 

/'0 
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TABLE 37-14 I 
Continued. I 

A 

R 
U 
L If the records are 
E or pertain to 

<reports, controlled 
and uncontrolled 
(defined In AFI 33-
I24)(not covered 

ewhere) (See Note 
3) 

7 

~ 

8 

9 precedent files 

9.01	 (RESERVED) 
10	 office mstructions, 

additional duty 
handbooks/workbook 
s (See Note 2) 

11	 building or office 
services (not covered 
elsewhere) 

12 presentation aids 
(not covered 
elsewhere) 

13	 (RESERVED) 
14	 general reference 

publications (See 
Note 2) 

B 

conslstlng of 
Indexes, lists, registers, and other aids 
in hard copy or electronic form used to 
provide access to records authorized 
for destruction In other table series, 
EXCLUDING records containing 
abstracts or other information that can 
be used as an information source apart 
form the related records. 

~ 

m~coP"s 

extra cop of selected records 
received or ere ted reflectmg policies, 
procedures, mst tions or functional 
responsibilities, e pies of typical 
cases, and similar da which is or is 
not In other record se that may 
serve as an example, ason or 
Justification for a later action 

"-
collection of reports, checkl~~ 
worksheets, correspondence, 
mstructions, and related records which 
prescnbe or state a desired way of 
performing a local task or funcnon 
which are not appropnate or Issued as 
standard pubhcations (see table 37-7) 
records relating to automobile parking 
permits, office space assignments and 
coding, installation of commurucation 
equipment, Issuance of room keys, 
transportation services, locksmith 
services and related records 

schedules, wntten or recorded 
speeches, tallang and bnefing papers, 
graphic and speech aids, and related 
records 

master, functional, or operational files 
of pubhcations (see AFI 37-160, 
volume 7) and publications of other 

. 'AFMAN 37-139 1March 1996 

C	 D 

which	 are then 

at preparing activines	 destroy when no longer 
needed AUTH NI-
AFU-90-3 

at requinng activities	 submit a records 
disposition 
recommendation per 
AFI 37-138, paragraph 
9.20 AUTH' NI-AFU-
90-3 

at monitoring or destroy when no longer 
intermediate activities needed AUTH. Nl-

AFU-90-3 

destroy when 
superseded, obsolete, or 
no longer needed, 
whichever IS sooner 
AUTH' NI-AFU-90-3 

(RESERVED) 
destroy when 
superseded, obsolete or 
no longer needed, 
whichever IS sooner.

" 
AUTH NI-AFU-90-3 

-, . 

'" 
(RESERVED)' 

destroy :~superseded, obsolete, r 
no longer neede, ,,,
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TABLE 37-14 1
 
Continued. I
 

A B
 

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

~~ government agencies or pnvate 
orgamzations which are not record 
copies and are maintained for general 
reference 

15 ~ ~teChnicavspeCialIzed not record copies of published or 
matenals reproduced reports, directives or other 

2) records, extra sets of motion pictures, 
still photographs, slides, sound 

, recordings, maps, charts, and Similar 
~ matenals not covered elsewhere and 

~, maintained for technical or specialized 
\. reference purposes 

16 '-, _ not record copies of rule IS reference 
, , ~mate:nals, but are considered worthy of 

~ anent retention or disposition by 
than actual destruction 

17 orgaruzational orga~atlOnal and functional charts; 
planrung personn'el charts, Indicating grades 

and ratln~~nd other orgamzational 
planning r ords not covered 
elsewhere 

18 

19 schedule of	 dally calendars, appointment -~~oks, 
actrvities	 schedules, logs, dianes, and ot~r 

records documenting meetIng~ 
appointments, telephone calls, tnps, 
VISitS, and other acnvities by Federal 
employees while serving In an official 
capacity, created and maintamed in 
hard copy or electronic form, 
EXCLUDING materials determined as 
personal, which contain substantive 
mformation relating to official 
activities, the substance of which ISnot 
Incorporated Into official files 

20	 above rule 19 records, WhICh contam 
substantive mformation, the substance 
of which IS Incorporated Into official 
files, and those that document routine 
activities contarrung no substantive 
mformation 

21	 above rule 19 records, WhICh contain 
unique substantive information 
relating to the activities of high level 
officials (note 6) 

C 

which are 

at HQ 
USAFIMAJCOMs/maJ 
or subordinate 
commands staff offices 
down to and Including 
directorate , or 
comparable level 
below orgamzational 
levels CIted in rule 17 

~~l't,
'\! 

. "'1 

" 

D 

then 
whichever IS sooner 
AUTH. NI-AFU-90-3 

disposition pending 
AUTH. NI-AFU-90-3 

retire as permanent one 
record copy (See Note 
4) AUTH NCI-AFU-
80-8 

destroy when 
superseded or obsolete 
AUTH. NI-AFU-90-3 
destroy or delete after 2 
years. AUTH 
GRS23,ITEM5a 

or delete when 
nger needed 

,\:b
 
see note 6) 5~H: 
GRS23,ITEM5 '" 

112.. 
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NOTE(S): 
1. When disposition mstrucnons for any matenal covered by these rules are predictable (such as "destroy when next 
mach me hsting IS produced"), enter the predictable event, time, etc., as the cutoff mstructions on the disposition control 
label. The disposmon control labels are not required for any matenal covered by this rule which IS not filed or retained for 
any period of time. However, they may be Identified on the file plan If specific material IS Identified, except working papers 
and drafts which are destroyed daily or during the course of normal business 

2. General reference pubhcations and techrncal/specrahzed reference matenals, office mstructions, additional duty 
handbooks, workbooks and continuity folders, will not be reported on records management reports However, they may be 
Identified for disposition control purposes on the file plans and disposition control labels at the discrenon of the command 
records management officer 
3. When reports which are covered elsewhere in this regulation are maintained as feeder reports, summanes, or only for 

mformatron purposes, they may be filed and disposed of under the provisions of rule 8, this table. 
4 Transfer records to the National Archives in 5-year blocks when latest records IS 25 years old 

5. This rule IS not applicable to the record copies of orgamzational charts, functional statements, and related records that 
record the essential organization, staffing, and procedures of the agency , , 
6 High level officials include the heads of department and independent agencies, their deputies and assistants, the heads of 

program offices and staff offices mcluding assistant secretanes, admmistrators, and commissioners, directors of offices, 
bureaus, or equivalent, principal regional officials, staff assistants to those aforementioned officials such as special 
assistants, confidential assistants, and adrmmstratrve assistants, and career Federal employees, political appointees, and 
officers of the Armed Forces serving in equivalent or comparable positions (These officials' offices/commands Will send 
schedule of daily activines to SAF/AAIQ, who Will forward It to National Archives and Records Admmistratron (NARA) 
NARA Will appraise each schedule mdividually and prescnbe the retention period ) 

These three rules (mvolvmg temporary electronic records) apply to all rules in the precedmg table, With the 
exception that rules "a", "b", and "c" do not apply to rules 16 and 17. 

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 penod 
temporary hard previously approved 

copy records for the corresponding 

hard copy records 

b electromc records destroy when the agency 

that supplement determmes that the elec-
temporary hard copy trornc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrrnmstrative, 
are retained to meet legal, audit, or other opera-
recordkeepmg tional purposes 

c I Electrornc copies 
requirements 
that are oesrroy arter recorcxeepmg 

, 13 
created using copy has been created and 
electromc mail and filed or when no longer needed 
word processing or for revision, dissenunation, or 
form filler software reference, whichever IS later 

-



TABLE 37-15 

ADMINISTRATIVE RECORDS 

A B C D 

If the records are 
consistin of which are then 
formal delegations and assignments of record sets at retire as permanent 
authonty and responsibilities Issued by SAFlAAA (See Note 4) AUTH 
(or by order of) the Secretary per AFI NC l-AFU-80-8 
37-190, and related background data 

2 below SAF which are they become 
the basis for an AF background matenal to 
pubhcation the related pubhcation 

(see table 37-7) 
AUTH NI-AFU-90-3 

3 at HQ USAF and retire as permanent 
MAlCOM OPRs (See Note 4). AUTH 
which are not the basis NCI-AFU-80-8 

4 

5 RESERVED) 
6 drafts and related background data 

which are disapproved for Issuance as 
a SAFO or AF publication 

lilt
 



489 AFMAN 37-139 1 March 1996 

TABLE 37-15 I
 
Continued. I
 

A B C D 

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

support agreements	 support agreements accomphshed destroy 6 years after 
under AFI 25-201, with any agreement lS 
modifications, memoranda of superseded or 
understandings, as required, reports termmated, or when no 
and related records concernmg longer needed, 
services rendered and assignment of whichever lS sooner 
real property and facihties to tenant AUTH' NI-AFU-88-30 
and attached units 

8 mterservice support agreements and
 
related correspondence accomplished
 

'," under DOD 4000 19
 

9 '\ support agreements accomphshed
 

__ '1&nder other than AFI 25-201 and 
4000 19 or procurement 
s, and not included in rule 12 

" 

=,
10 mformailOR copies of support destroy when 

agreements:'; agreement lS 
superseded or 
terminated AUTH 
NI-AFU-90-3 

11	 fund-raising correspondence, invoices and destroy on completion 
campaigns similar or related records', of next equivalent

'''.. campaign or after 1"	 year if there is no next 
equivalent campaign. 
AUTH' NI-AFU-90-3 

12 General Accounting reports and correspondence on'-~t HQ USAF destroy after 5 years 
Office (GAO) and GAOIDAS surveys and reviews of AF '_, AUTH: NI-AFU-90-3 
Defense Audit activities to evaluate effectiveness, ", 
Service (DAS) economy of adrrurustration, and 
reports conformance to legal requirements; 

and reports and correspondence on 
acnon taken as a result of GAOIDAS 
findmgs/recommendations 

13 below HQ USAF "'- destroy after 3 years 

"' AUTH NI-AFU-90-3 
14 official visits/staff requests for permission to visit, reports at offices performmg 'li~troy 2 years after 

visits	 of VISitS (mcluding findings, visits, and which are com letion of next 
recommendations, and followup not made a part of or comp ble VISit, on 
actions), and other directly related needed to document completi of related 
records relating to scheduled or special another records series study or when no 
VISitS to perform staff or techmcal covered elsewhere longer needed, 
assistance to AF activities, for whichever IS oner 
conducting studies, or attending AUTH: NI-AFU-9 
scientific, technical, or professional 
meetings or business conferences 

" 5 
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TABLE 37-15 I
 
Continued. I
 

A B C D
 

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

at offices or destroy on completion 
organizations VIsited, of next comparable 
and which are not visit or when no longer 
made a part of or needed, whichever IS 
needed to document sooner. AUTH. Nl-I'" another records senes AFU-90-3 

16 at intermediate, destroy 1 year after all 
momtonng or action has been 
evaluatmg offices completed AUTH' 

NI-AFU-90-3 
17	 notifications of VISits, itmeranes, at offices malang destroy on completion 

rosters of VIsitors, and comparable visits, or at offices of VISit AUTH. Nl-
transitory matenal not needed to VIsited AFU-90-3 

, record VISitreports 
18 destroy when~ :,hOOUles superseded or obsolete. 

AUTH NI-AFU-90-3 
19	 delegations/ designati corre~Nence, forms, orders, and destroy when 

ons of authority and related ~s, but not needed to rescmded, superseded 
additional duty document transaction, another or obsolete. AUTH 
assignments record senes, ~~I covered elsewhere NI-AFU-90-3 

in this rezulatiori ee Note 5) 
20	 officer of the day "po,l, of 00, ~ CQ, and destroy after 3 months 

(OD) and charge of comparable duty offic AUTH' NI-AFU-90-3 
quarters CCQ) 

21	 reports - on at HQ see table 36-11"pO'1S required by ~ 
apphcations for Identifying number of apphc . ions for AFMPCIDPMSC AUTH. NI-AFU-90-3 
vendmg stand vending stand locations receive om 
locations state licensing agencies; n er 

accepted, denied, and still pending, 
pertains to applications from blmd 
persons 

22	 '- andal~OM,
mte late 
comma 

23 at mstallamws 
24 commumty service reports destroy when 

at .,program AFMPCIMPCA":	 superseded, obsolete, or 
no longer needed. 
AUTH: NI-AFU-90-3 

25 at other than HQ'" ~? after 2 years
AFMPCIMPCASC H NI-AFU-90-3 

26 legal agreements and permits 
d~ whenobligatmg the AF	 supe ed, obsolete, or 
no 10 er needed-
AUTH. \.FU-90-3 

27 locator or personnel	 cards, mach me hsnngs, rosters and 
destroy ~ data comparable data	 superseded, ' , on 
reassignment , or 
separation of mdivi ! 
(See Note 1), (See tab 
37-3 for", postal 
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TABLE 37-15 I 
Continued. I 

A B C D 

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

directory) AUTH: Nl-
AFU-90-3 
destroy after 6 months 
or on macnvation of 
unit, whichever IS 

sooner. AUTH: Nl-
AFU-90-3 

29 individual re~ of for rmhtary personnel destroy after individual 

duty "' r-, 
separates, retires, 
transfers, or when no 
longer needed. AUTH. 
NI-AFU-90-3 

30 cards~to record attendance of destroy when no longer 
contract tical service and similar needed for audit 

~ 
personnel purposes. AUTH: Nl-

AFU-90-3 
31 internal inspections/ 

self-inspection 
letters, checklists, ~rt 
and documents pertain 

of findings, 
to periodic 

destroy 1 
completion 

year 
of 

after 
next 

checkhsts/mventorie local inspecnons/mventori and are comparable 
s (not covered not a part of or needed to ~ent mspecnon/inventory or 
elsewhere) another record series c~~ when no longer needed, 

elsewhere "" 
whichever is sooner. 
AUTH. NI-AFU-90-3 

32 overtime requests see tables 21-2 and 34-
14. AUTH. NI-AFU-
90-3 

33 gifts from foreign background mforrnanon related to gift destroy after 30 years 
governments to AF presentations, requests to retain gifts or when no longer 
personnel, for official use, appraisals, request 
consultants and their approvals, reports, guidance on 
dependents acceptmg gifts, investigative data, 

adnumstrative or disciplmary action 
against violators of gift acceptance and 
reporting provisions 

34 flexitime attendance see tables 3~nd 
records 177-21. AUT. 1-

AFU-90-3 

NOTE(S): 
1. When the reverse of AF Form 624 IS used to record a disclosure of personal information covered by the Pnvacy Act, the 
form must be kept for at least 5 years from the date of the last disclosure or the life of the record, whichever IS longer. (See 
AFIs 37-129 and 37-132) 
2. RESERVED 
3. RESERVED 
4. Transfer to National Archives in 5-year blocks when record IS 25 years old. 
5. See table 36-26 for civihan personnel office authorities, table 64-4 for designation and appointment of contractmg 
officers, table 37-3 for appointment of unit mail clerk, and table 177-17 for appointment of cashiers and agents 

117
 



These three rules (mvolvmg temporary electrornc records) apply to all rules m the precedmg table, with the 
exception that rules "a", "b", and "c" do not apply to rules 1 and 3· 

A B C D 
If the records which 

RULE are or pertain to conslstlnz of are then 
a Electromc systems electromc records destroy on expiration 

that replace of the retention penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 
b electronic records destroy when the agency 

that supplement detenmnes that the elec-
temporary hard copy tromc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrrumstratrve, 
are retamed to meet legal, audit, or other opera-
recordkeepmg ttonal purposes 
requirements 

c ruectromc copies mat are cesrroy aner recoroxeepmg 
created usmg copy has been created and 
electronic mall and filed or when no longer needed 
word processmg or for reVISIOn,disserrunation, or 
form filler software reference, whichever ISlater 

,, s
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TABLE 37-16 

WAKE ISLAND VITAL STATISTICS AND NOTORIAL RECORDS 

A B C D 

R 
U 
L If the records are 

consistin of which are then 
applications, licenses, certificates, 
reports, registers, logs, etc., pertauung 
to marnages, births, deaths, divorce, 

~n of marnage, annulments, 
and rellite~· __ 

at Wake Island dispose of by 
transfernng to 
Government of Hawau 
when Air Force 
adrrurustration of Wake 
Island is terminated 
AUTH Nl-AFU-90-3 

2 notanes public 

_ 

apphcations for appointment as 
notary, recommendations, letters of 
appointment, logs and registers used to 
record notanzation of records, and 
related records 

These three rules (mvolving 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 

Electromc copies	 that are destroy arter recorckeepmg 
created using copy has been created and 
electronic mall and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 

11~
 

c 



TABLE 37-17 

USAF A ADMINISTRATIVE RECORDS 

A B C D 

If the records are 
consistin of which are then 

computer generated hstmgs and destroy when 
rosters produced for scheduling, superseded or no longer 
reference, statistics, and other needed, whichever is 
purposes sooner. AUTH' NC 1-

461-82-15 

2 names of sponsors/particrpants and at Cadet destroy after 1 year 
Programs related records Extracurncular AUTH NCI-461-82-15 

Activities 

3 Command for nd reports mcludmg Officer in at Cadet Command destroy 3 months after 
Adrrurustration Charge . ort, Senior Officer of the Post monthly cutoff or when 

Day report, ,ets Wing Draft theft no longer needed, 
report, vehic "e'., adrrumstratively whichever IS sooner 
restricted, and other rera records AUTH NCI-461-82-15 

4 Cadet Squadron forms and reports ~. luding at each cadet squadron destroy 1 year after end 
Admmistration Restriction Sign-In, Squadron of academic year or 

Cadet m Charge of Quarters Report, when no longer needed, 
Sign-In/Out Register, and other whichever IS sooner 
related records AUTH NCI-461-82-15 

5 forms and reports mcluding Charge of destroy 3 months after 
Quarters, Element Leader Weekly monthly cutoff or when 
Report, Squadron Duty Officer Report, no longer needed, 
Request to Exceed Limits and other ., chever IS sooner. 
related records A CI-461-82-15 

6 Report of Offense destroy 
dally cutoff 
NC 1-461-82-15 

rzo
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TABLE 37-17 1 
Continued. I 

A 

R 
U 
L If the records are 
E or pertain to 

'\ Optical Scanning 
Service Request 

8 op,nner '"
 
9	 Military e 

Committee ( , C) 

-

10	 Curriculum 

Committee 

11	 Scheduling 
Committee Actions 

12	 Academy Board 

13	 Academic Review 
Committee (ARC) 

13.01 

14 Physical Education 
Review Committee 
(PERC) 

15 Cadet Club 
Admimstration 

16 Minutes of Meetmgs 

B 

consisting of 
forms specifying requirements on the 
optical scanner 

forms	 such as rat ings, answer sheets, 
attendance sheets, and others, which 
are read by the optical scanner 
mmutes of MRC which minate 
corrective actions or make 
recommendations to Academy Board 
on cadets deficient m military 

~7ance and aptitude for 
issioned service zs= change proposals, 

and ted records on curriculum 
changes 

forms	 COl~lUfonnatlOn for 
presentation t cheduhng Committee 
for utilization 0 adet time, agenda, 
and rnmutes 

mmutes results, and~s of the 
Academy Board me gs, and 
background matenal '0, 

computer pnntout of ~ 
academically deficient, mcl, ng 
recommendations/ decisions by 
committee made to the Academy 
Board 

minutes and background matenal 
support 109 the PERC which considers 
the overall performance of cadets 
deficient m the physical education 
program; makes appropnate 
recommendations to Director of 
Athletics and Academy Board 

forms, reports, and correspondence 
used for adrrnrnstenng club funds and 
activities 

minutes and related correspondence of 
Academy Committees, such as 
Military ReView Committee, 
Curriculum Committee, Scheduhng 

C 

which	 are 

at Academic 
Computing Services 
(DFTC) 

record copy at Cadet 
Policy DIvIsIOn 

record copy at Office 
of the Registrar 

record copy at Director 
of Admissions 

record copy at Office 
of the Registrar on 
enrolled cadets 

'-
~y at Office 
of tll Registrar on 
disenro cadets 

recordCOP~Education Dep, tment 

at Cadet 
Ex traCUITIcular 
Activities 

info copies 

493 

D 

then 

destroy after 6 months 
or when no longer 
needed, whichever IS 
sooner AUTH NCI-
461-82-15 
destroy when no longer 
needed AUTH. NC1-
461-82-15 

destroy after 4 years 
AUTH NCI-461-82-15 

retire as permanent 
(note I) AUTH Nl-
461-92-5 

destroy after 1 year 
AUTH. NCI-461-82-15 

retire as permanent 
(note 2) AUTH Nl-
461-92-5 

destroy 1 year after 
graduanon, or when no 
longer needed, 
whichever IS sooner. 
AUTH. NCI-461-92-2 

destroy 1 year after 
cadet's class graduates 
AUTH NI-461-92-2 

destroy after 4 years 
AUTH NCI-461-82-15 

I'destr. after 1 year or 
when n ' . onger needed, 
whichever IS sooner. 
AUTH NC - 61-82-15 

121
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TABLE 37-17 
Continued. 

A B C D 

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

Committee, Academy Board, 
Academic Review Committee, etc 
data system containmg various used as working file destroy after 6 years, or 
information collected on cadets while for personnel transfer to the 
they are at the Academy such as transactions and Educational Research 
admission dates, physical producing various Data Base, as 
characteristics, grades, awards course output products for applicable. AUTH. 

and other similar data statistical studies and NC 1-461-82-15 
management oses 

18 curriculum retire as 
handbooks permanent. 

(note 1)AUTH: 
NC1-461-85-2 

19 Academy retire as 
catalogs p nent. 

(note 1 
NC1-461-85-

NOTE(S): 
1. Transfer to the National Archives in 5 year blocks when latest records are 
25 years old. 
2. Transfer to the National Archives in 5 year blocks when latest records are 
50 years old. 

12-2..
 



These three rules (mvolvmg temporary electroruc records) apply to all rules m the precedmg table, with the 
exception that rules "a", "b", and "c" do not apply to rules 10, 12, 18, and 19 

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 penod 
temporary hard previously approved 
copy records for the correspondmg 

hard copy records 

b electronic records destroy when the agency 
that supplement detennmes that the elec-
temporary hard copy trornc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrmmstrative, 
are retained to meet legal, audit, or other opera-
recordkeepmg nonal purposes 
requirements 

C niectromc copies mat are aestroy aner recoraxeepmg 

created usmg copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissenunation, or 
form filler software reference, whichever IS later 

12.3
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TABLE 37-19I
 
RECORDSMANAGEMENTPROG~ I
 

A B c D
 
R
 
U
 
L If the records are
 
E or pertain to -, conslstins of which are then
 

i ~. records management	 records pertaining to development, destroy when 6 years 
establishment, supplementation, and old or when no longer: '" planning 
Issuance of records management needed, whichever IS 
policies and procedures governing later (See Notes 2 and 
conduct of AF- and command-Wide 7) AUTH NI-AFU-
records management program (see 90-3 

~ AFI37-122) 
2 files mtenance Files Maintenance and Disposinon destroy when 

and disposit Plan, Files Dispositron Control Label superseded, obsolete, or 
and related records no longer needed 

AUTH: NI-AFU-90-3 
2.01	 erase when obsolete, 

_ position plans and disposition superseded or no longer 
labels needed. AUTH Nl-

AFU-90-3 
3	 retirement, transfer, forms an related correspondence used at offices of initiators destroy when no longer 

or shipment of to retire, tr sfer or ship records (See below HQ USAF for needed (See Note 5) 
records (SF 135, SF Note 4) records placed in AUTH. NI-AFU-90-3 

1-----1 258) stagil!g areas 
4 at office. of record destroy when all 

manager (RM) for records listed have been 
records placed in retired or destroyed 
staging areas (See Note 5). AUTH. 

NI-AFU-90-3 
5 at RMs, command destroy when all 

records managers records listed have been 
RM) and other destroyed or transferred 

o es for records to the National 
retire to records Archives, or when no 
centers longer needed, 

whichever IS later (See 
Note 5). AUTH. Nl-
AFU-90-~ 

6	 at RM, CRM, destroy after 1 year or 

records transferred	 IS later. 
between AF acnvities AFU-90-3 
and between AF 
actrvities and other 
agencies 

7	 electronic files of forms or related erase	 when ~olete, 
records used to retire, transfer or ship	 superseded or no ger 
records	 needed AUTH -

AFU-90-3 
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TABLE 37-19 

Continued. 
A B C
 D 

R 
U
 
L
E 

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

8 Air Force Material records relating to the preparation, at SAF/AAIQ destroy after 7 years 
for publication in the coordmation, and submission of (See Note I) AUTH. 
Federal Register reports, regulations having a direct NI-AFU-87-25 

impact on the public, Air Force 
documents having a general 
apphcabihty and legal effect, 
documents that must be published by 
an Act of Congress, descriptions of 
departmental and field orgamzations; 
procedures used by the Air Force to 
conduct Its business With the pubhc; 
notices of heanngs and advisory 
committee meetmgs 

8.01 at origmatmg offices they become 
background matenal to 
the related publications 
(see table 37-7) or are 
incorporated and 
disposed of With the 
records to which they 
pertam, AUTH· NI-
AFU-87-25 

9 records disposition recommendanons for w or revised at SAF/AAIQ destroy when related 
recommendations disposition instructions fo records records are destroyed, 

or transferred to 
National Archives, or 
when no longer needed 
for admimstration or 
reference purposes 
AUTH NI-AFU-90-3 

10 records destroy 1 year after 
disposition instructions 
are published, 1 year 
after specific 
mstructions are 
received If not 
pubhshed in AFMAN 
37-139, 1 year after 

approval, or when 
no longer needed, 
which er IS later. 
AUTH -AFU-90-3 

10.01 at activities other than destroy 1 
rules 9 and 10 disposition in 

are pubhshed, 
after 
instructions 
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TABLE 37-19 I 
Continued. I 

A 

R 
U 
L If the records are 
E or pertain to -. 

~ 
11	 rec ds management 

repo 

12 

.... 

13 (RESERVED) 
14 document imagmg 

systems (approved) 

15 

16	 document imaging 
systems 
(disapproved) 

16.01 

17	 other records 
management 
operations 

18	 Microform 
Production Facihties 

19 

B 

consisting of 

annual or other reports of records 
holdmgs and disposition mcludmg the 
report of classified records retention 
and drsposition 

r. 
records pert, mg to development, " establishment, uance of procedures 
relative to syste s:, proposals for 
approval of syste changes to 
approved systems, c cellanon or 
complenon of approv systems 
(formerly, microform system 

records related to requests for filmg 
equipment, presentation of traming 
courses, and other records 
management operations not covered 
elsewhere 

requests for approval With supportmg 
records and records of approval 

C 

which	 are 

at SAF/AAIQ 

at MAJCOMs and 
below 

at SAF records 
management office 

at records 
management offices 
below	 HQ USAF and 

unplementmg 
~ces 

at~MAJCOM 
recor management 
offices 

at ongmau:\:,' 

at rec~ 
management office 
and FARMs 

at approvmg offices 

at implementmg levels 
at other than approved 

D 

then 

received if not 
published 10 AFMAN 
37-139; or 1 year after 
disapproval AUTH. 
NI-AFU-90-3 

destroy after 3 years, or 
when no longer needed 
for reference or 
analysis, whichever is 
later (See Note 7) 
AUTH· NI-AFU-90-3 

destroy when 2 years 
old, or when no longer 
needed, but not later 
than 6 years (See Note 
7) AUTH· NI-AFU-
90-3 

~SERVED) 
destroy 6 years after 
formal system 
cancellation or 
completion. AUTH 
NI-AFU-90-3 

destroy when system is 
cancelled or completed 
AUTH: NI-AFU-90-3 

destroy 6 years after 
disapproval AUTH 
NI-AFU-90-3 
destroy 2 years after 
disapproval. AUTH 
NI-AFU-90-3 

destroy when no longer 
needed (See Note 7)r\:Nl-AFU-90-3 

de'tto~fterinactrvati of 
~croform SerYlce 
Centers UTH. 
GRS 16,ITEMlO 

destroy on mactlva~~ 
of Microform Service 
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TABLE 37-19 1 
Continued. I 

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

-, offices Centers. AUfH 
GRS16,ITEMIO 

20 '\ (RESERVED) (RESERVED) 
21 ocument Image log documenting inspection of Imaged destroy 3 years after 

m ections records (such as, microforms and date of last entry 
optical disks), as required by Federal AUfH 
law, mcluding description of the GRS 16,ITEM IOa 
record tested, record category date, 
elements of inspection, results, and 
action taken to correct defects 

22 reports made to the National Archives destroy when 3 yearsdocument ~~ 
inspection reports and Records Admimstration on the old AUfH 

~s of docwnent image inspections, GRS16,ITEMIOb 
quired by Federal law, and related 

'-

spondence 

23 Freedom 
Information 

of 
Act 

corr~
admirns 

relatmg
mg the FOIA 

to destroy after 2 years or 
when no longer needed 

(FOIA) Program for administrative use, 
whichever IS sooner. 
AUfH' NI-AFU-90-3 

24 correspondence re ondmg to requests destroy after 2 years 
for information gran g access to all AUfH NI-AFU-90-3 
requested records, to guesters who 
provide inadequate des . tions, to 
those who fall to pay requir fees, to 
requests which are referred to other 
agency for action, and to reques for 
which no records were found 

24.01 official file copy of requested recordS' dispose of according to 
or those under appeal disposition mstruction 

for the related record, 
or WIth the related FOI 
request, whichever IS 
later °AUfH Nl-
AFU-90-3 

25 

26 

27 

(RESERVED) 
denials of access 
records requested 

to all or parts of not appealed 

appealed 

" (RESERVED)-, destroy after 6 years 
AUfH. NI-AFU-90-3 

" destroy 6 years after 
al determ mat ion by 

the ecretary of the AIr 
Force, or 3 years after 
final a udication by 
courts, chever IS 
later. A NI-
AFU-90-3 

27.01 (RESERVED) (RESERVED) '\. 
28 files maintained for control purposes, at FOI managers' destroy 6 years attar 

12.'7 
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TABLE 37-19 I 
Continued. I 

A B C D 

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

-. including registers and similar records offices date of last entry on 
IIStlOg date, nature of request and register or on other 
name and address of requester files; 6 years after final 

action by the Air Force 
or after final 
adjudication by the 
courts, whichever IS 
later AUTH· N1-
AFU-90-3 

29 annual report to the Congress at SAF/AAIQ	 retire as permanent 
(See Note 8) AUTH· 
NC1-AFU-8l-63 (GRS 
14/19a) 

30 (RESERVED)	 (RESERVED) 
~31	 destroy after 2 years or 

~rts	 when no longer needed, 
whichever IS sooner. 
AUTH· N1-AFU-90-3 

-. 
32 receipts ~,es, cash collection at FOI managers' see table 65-1 and note 

sheets, and re ted accountable records offices 3 below AUTH- N1-
AFU-90-3 

33 legal opinions see table 51-1. AUTH 
N1-AFU-90-3 

34 engmeenng 
service/support 

data records pertammg to~t' 
establishment, supplemen non, and 

at HQ 
USAFIMAJCOMslFO 

destroy 
system 

6 years after 
cancellation 

centers (EDSCs) on issuance of management po res and AslDRUs records (See Note 7) AUTH 
non-AFMC bases procedures governmg EDSCs 0 other management offices N1-AFU-90-3 
(See Note 6) comparable systems 

35 requests for establishment, support~~ 
records and approval/disapproval 
correspondence 

at approving 

'" 
offices destroy 1 year after 

termination of system. 
AUTH N1-AFU-90-3 

36 at ~Plementmg 
office 

destroy 
termmation of 

upon 
system 

AUTH. N1-AFU-90-3 

37 d"appwv~USAFIMAJC slFO 
destroy 6 
disapproval 

years 
or 

after 
on 

As/DRUs r ords inactivation, whichever 
management office IS sooner (See Note 7) 

AUTH N1-AFU-90-3 
38 disapproved 

ongmanng offices 
at ~~y after 1 year.

H N1-AFU-90-3 
39 engmeering data and reference copies of data mamtained to at EDSCs dest when 

drawings service requesters supers ed, obsolete, 
mactive, r when no 
longer needed, 
whichever IS sooner 
(see table 23-1 , rule 
5). AUTH. Nl- -
90-3 
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NOTE(S): 
1 If litigatron IS Involved, destroy after the 7-year retention penod or after the law case IS closed, whichever IS later 
2 If the records result In the Issuance of a publication, It IS handled according to table 37-7 
3 When small volume makes It more practical, file and dispose of with records In rules 24, 26 and 27 
4 See NOTE In AFI 37-138, paragraph 6 5 for procedure when the SF 135 ISused as a receipt for classified records 
5 Forward to the next higher records management office on mactrvation 
6 Records created as a result of prescnbing directives for EDSCs on non-AFMC bases, will be disposed of per this table 

Records created as a result of AFI 21-401 prescnbmg directive for EDSCs located on AFMC bases WIll be disposed of per 
23-senes tables 
7 Retirement to federal records centers IS not authorized 

8 Records WIll be transferred to the National Archives In 5-year blocks when the most recent records are 15 years old (e g , 
1970-74 records to be transferred In 1990) 

These three rules (mvolvmg temporary electroruc records) apply to all rules in the preceding table, With the 
exception that rules "a", "b", and "c" do not apply to rule 29. 

A B C D 
If the records which 

RULE are or pertain to conslstlnz of are then 

a Electronic systems electroruc records destroy on expiration 
that replace of the retention penod 

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 troruc records are super-

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

requirements 

c bTectromc copies that are destroy atter recorckeepmg 

created usmg copy has been created and 

electronic mail and filed or when no longer needed 
word processmg or for reVISIOn, disserrunation, or 
form filler software reference, whichever IS later 



TABLE 37-20 

PRIVACY ACT PROGRAM 

A B C D 

If the records are 
consistin of which are then 

records relatmg to the general destroy when 
adrrumstranon of the Privacy Act of superseded, obsolete or 
1974, the AFI 37-132 and AFDIR 37- no longer needed 
144 which are functional guidance, AUTH. NI-AFU-90-3 
clarification and operating 
determmations not covered elsewhere 
In this table 

2 Privacy from and replies to 
files a system of 

contains a record pertaining to 
ch are not concurrently 

processed a requests for access or 
amendment of ords (excluding the 
official file copy f the record 
re uested 

3 requests from to for totally destroy 2 years after 
individuals for access date of reply. AUTH 
amendment of records pertaimng NI-AFU-90-3 
themselves and which are processed 
under the Privacy Act (AFI 37-132) 
and include approvals, ' denials, 
appeals, statement of disagreements, 
summaries or statements of AF 
reasons for not amending records, and 
all actions from Initial request through 
final appeal (excluding the official file 
copy of the record requested) 

4 for requests totally or destroy 5 ars 
partially denied and date of reply 
not a ealed NI-AFU-90-3 
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TABLE 37-20 I 
Continued. I 

A 

R 
U 
L If the records are 
E or pertain to 

6 

7	 accounting of 
disclosures 

8	 reports of systems of 
records 

official file copy of 
reguested record 

B 

consisting of 

records used for a1Ota101Og an 
accurate accounting of t date, nature 
and purpose of each drs sure of a 
record from a system of reco to any 
person or another agency as r uired 
by AFI 37-132, and which sho e 
subject individual's name, requeste 

name and address, purpose and date 0 
disclosure, and proof of subject 
individual's consent when applicable; 
either filed In or mamtamed separately 
from the records to which they pertain 

records relating to preparation, 
coordmation and submission of notices 
of systems of records for publication 10 
the Federal Register, mcluding reports 
of new or changed systems, public or 
government agency comments and 
responses, published systems notices, 
justifications and approvals of 
exemptions, and annual or other 
evaluations of the relevancy and 
necessity of information In systems of 
records 

c 

which are 
for requests totally or 
partially denied and 
are appealed, exclusive 
of records 10 rule 6 

statements of 
disagreement and AF 
justifications for 
refusal to amend a 
record	 which are filed 
WIth the subject 
individual's record, or 
maintained so as to 
permit ready retneval 
and referral whenever 
the disputed record is 
disclosed 

"" 

at SAF/~pnvacy 
Act offices, a offices 
of systems mana rs 

D
 

then 
destroy 4 years after
 
final determmation by
 
the Secretary of the AIr
 
Force (SAF/AA), or 3
 
years after final
 
adjudication by the
 
courts, whichever is
 
later. AUTH NI-
AFU-90-3
 

disposmon IS the same
 
as the mdividual's
 
record, or 4 years after
 
final deterrmnation by
 
the Secretary of the AIr
 
Force (SAF/AA), or 3
 
years after final
 
adjudrcation by the
 
courts, whichever IS
 
later AUTH" Nl-
AFU-90-3
 

hold for the life of the
 
disclosed record or
 
destroy 5 years after the
 
date of disclosure,
 
whichever IS later (See
 
Notes 1, 3). AUTH
 
NI-AFU-90-3
 

destroy after 2 years, or
 
when no longer needed,
 
whichever is sooner.
 
AUTH.
 
GRS14,ITEM26
 

dispose of" 10 
accordance ~h 

- I 3 I 
, 

9 
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TABLE 37-20 I 
Continued. I 

A B C D 

R
 
U
 
L If the records are
 

E or pertain to consisting of which are then
 

<,	 disposinon mstruction 
for the related record, 
or WIth Pnvacy Act 
request, whichever IS 

later AUTH Nl-r-.r-, AFU-90-3 

10 (RESERVED) <, (RESERVED) 
11 Pn vacy Act reports Pnvacy Act~ reports at SAF/AAIQ retire as permanent 

(See Note 4) AUTH· 
GRS 14/29a 

12 feeder reports and Inputs at HQ USAF, destroy after 2 years or<, when no longer needed, 
~b~ ffices whichever is sooner. 

ystems AUTH. NI-AFU-90-3- s 

13 receipts for monies	 receipts, cash collection sheets and <, see table 177-17 (See 
related data mamtained by offices ~w). AUTH. 
collecting fees for copies of records 0-3 

14 legal opinions	 opmions establishing precedent or see table 51~
 
based on precedent opimons NI-AFU-90-3
 

NOTE(S): 
1. Although the accountmg of disclosure is required to be maintained for at least 5 years, the related disclosed record WIll 

be destroyed when it becomes eligible as prescnbed elsewhere In this regulation. 
2 Small volumes of money receipts may be filed and disposed of WIth documentation In rules 3, 4 or 5, as applicable 
3 Action correspondence for disclosure or the AF Form 771, Accounting of Disclosures, or both, that are used to input data 
Into the Pnvacy Act Tracking System (PATS) maybe destroyed after 1 year or when no longer needed, whichever is sooner.
 
PAT,S serves as the accounting of disclosure of record In these cases
 
4 Transfer to the National Archives when 15 years old.
 

132-



These three rules (involvmg temporary electronic records) apply to all rules In the preceding table, with the 
excepnon that rules "a", "b", and "c" do not apply to rule II" 

A B C D 

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

that replace of the retennon penod 
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 troruc records are super-
records where the seded, obsolete, or no long-
hard copy records er needed for adrrumstrative, 
are retamed to meet legal, audit, or other opera-
recordkeepmg tional purposes 
requirements 

c Etectromc copies that are destroy atter recordkeeping 
created using copy has been created and 
electronic mall and filed or when no longer needed 
word processmg or for revision, dissemmation, or 
form filler software reference, whichever IS later 
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