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REQUEST FOR RECORDS DISPOSITION AUTHORITY

JOB NUMBER
NI1-AFU-02-10

TO: NATIONAL ARCHIVES & RECORDS ADMINISTRATION (NWML)
8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001

Date received

-26L-2002

1. FROM (Agency or establishment)

NOTIFICATION TO AGENCY

Department of the Air Force

2. MAJOR SUBDIVISION
Communications and Information

3. MINOR SUBDIVISION
Enterprise Information Resource Management Division

In accordance with the provisions of 44 U.S.C. 3303a, the
disposition request, including amendments, is approved
except for items that may be marked “disposition not

approved” or “withdrawn" in column 10.

4. NAME OF PERSON WITH WHOM TO 5. TELEPHONE NUMBER
CONFER
Olthea S. Croom 703-588-6194

DATE ARCHIVIST OF THE UNI

(-2502 M

STATES

-

6. AGENCY CERTIFICATION

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the
records proposed for disposal on the attached _ 72 page(s) are not needed now for the business for this agency or will not be
needed after the retention periods specified; and that written concurrence from the General Accounting Office, under the

provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,

\

[X is not required [ is attached; or [] has been requested.
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE
i 7 /
__74' ’ 17 /éﬁm—— ' -y,
A4 4 LA Zoa’, oo fi ot Mooy S peen
’ 9. GRS OR 10, ACTION TAKEN
7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB y
. CITATION (NARA USE ONLY)

The SF 115 relates to the three rules on the first attached
sheet, involving temporary electronic records.
Specifically, these three rules are to be added to the
following attached tables in AFMAN 37-139:

Tables 31-1 through 31-12
Tables 40-1 through 40-2
Table 46-1

Tables 47-1 through 47-2
Table 52-1

Tables 84-1 through 84-2
Tables 90-1 through 90-4

The three rules on the first attached sheet will apply to all
series in these tables, except as noted in the text adjoining
the three rules.

The attached tables themselves have been crossed out
because this SF 115 covers, for each table, only the three
rules involving temporary electronic records.

be HAgesesy PR 7&in &)

115-109 PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV. 3-91)
Prescribed by NARA 36 CFR 1228
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These three rules (involving temporary electronic records) should be added to Tables 31-1 through 31-
12, Tables 40-1 through 40-2, Table 46-1, Tables 47-1 through 47-2, Table 52-1, Tables 84-1 through 84-
2, and Tables 90-1 through 90-4 of AFMAN 37-139.

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
c Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

copy has been created and
filed or when no longer
needed for revision,
dissemination, or 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 that cover unscheduled
records or are cross-referenced to tables or rules that may cover unscheduled records:

Table 31-4, Rule 16

Table 31-6, Rules 3, 6, 7, 8, and 13

Table 40-2, Rules 1 and 4
Table 84-1, Rule 6

2. Rules “a,” “b,” and “c” will not apply to series relating to the following rules that cover permanent
records, are cross-referenced to tables or rules covering permanent records, or relate to temporary
records that warrant reappraisal because of the growing importance of the antiterrorism program:

Table 31-1, Rule 27
Table 31-8, Rule 14
Table 31-10, Rule 2
Table 31-11, Rule 7
Table 31-12, Rules 1 and 3

Table 52-1, Rules 1, 15, and 28
Table 84-1, Rules 1, 2, and 13
Table 84-2, Rules 1 and 3.01
Table 90-3, Rules 2.01 and 7

Table 90-4, Rule 1

3. Rules “a” and “b” will not apply to series relating to the following rule covering temporary
records that may warrant permanent retention if converted to electronic medium:

Table 52-1, Rule 21
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[ TABLE 311 |

LAW ENFORCEMENT RECORDS |

subjects for any offense

A B C D
U
L Ware
E or pertain t consisting of which are then
1 complaints and~cgports of investigation, | at security police destroy after 3 years
incidents inci complaint reports, and all (See Note 6). AUTH:
records acc ated by security police NI1-AFU-90-3
pursuant to investigatigns of incidents
and crimes
1.01 copies at  other | destroy when no longer
W needed. AUTH: NI-
AFU-90-3
2 individual  referecnce  forms  of | at security pona\ destroy 3 years after
individuals listed as _suspects or ose of year when last

Notc 2).
AFU-90-3
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Continued. I
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
2.01 individual incident reference forms of destroy 3 years after
individuals listed as witnesses, close of year when last
complainants or victims entry was made, upon
separation from the
service, termination of
employment or
transfer, whichever is
sooner. AUTH: NI-
AFU-90-3
3 SERVED) (RESERVED)
4 security police activities reports and | at security police destroy after 2 years.
supporting documents AUTH: N1-AFU-90-3
5 serious crimes/incidents reports and/or | at MAJCOM OPRs destroy after 3 years or
related summaries not maintained when no longer needed,
with\other series whichever is sooner.
AUTH: N1-AFU-90-3
5.01 copies other than rule | destroy after | year or
5 when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3
5.02 Criminal Justice puter Terminal | at security police destroy after 3 years, or
System (CJCTS) (formnerly AFLETS) when all entries on
forms form arc dcleted from
the NCIC computer,
whichever is later.
AUTH: N1-AFU-90-3
5.03 CJCTS computer entries \ destroy (cancel) when
entry is no longer valid.
AUTH: N1-AFU-90-3
6 desk blotters a chronological record of destroy 1 year after date
delinquencies, incidents, messages, ctc of last entry. AUTH:
N1-AFU-90-3
7 informatiomgopies destroy after 3 months
or when no longer
needed, whichever is
sooner. AUTH: NI-
AFU-90-3
8 incident records accumulated by security police | at security police estroy after 3 years.
investigation cases pursuant to investigations of incidents \?&XQI: NI1-AFU-90-3
and crimes
9 other agencies investigative reports return \{o appropriate
activity pbsg table 31-6
AUTH: N1-AFU-90-3
10 absentee case files | data on absentees wanted by the see rules 1, 2, 3y and 9.
(see table 36-12) Armed Forces, reports of return of AUTH: N1-AFU-5%Q-3
absentees, records on escaped
prisoners sentenced to discharge,

3




4

AFMAN 37-139 1 March 1996 183
TABLE 31-1 I
Continued. |
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
forms and/or requests for service
records and allied papers, reports of
apprehension of absentees, leads for
' apprehension
11 curity deviations see table 31-10.
AUTH: N1-AFU-88-8
12 (RESERVED) (RESERVED)
12.01 | prope receipt | AF Forms 52 for property found and destroy 3 months after
records not to be used as evidence disposition of property.
. AUTH: N1-AFU-90-3
13 receipts and related correspondence destroy 3 years after
for property of detained personnel, and disposition of property
property impounded, seized as (See Note 1). AUTH:
vidence, or otherwise held by security NI1-AFU-90-3
poNge
13.01 | driver records infortyation on  motor  vehicle destroy 1 year after
accidents and violations used for point disposition of entries
assessmends, restriction, revocation or IAW AFI 31-204, or
suspcnsion, \ and  other  actions when  individual  or
(including bartiqg) affecting driving sponsor  retires, or
privileges terminates
employment, whichever
is sooner (sec notc 3).
AUTH: N1-AFU-90-3
14 traffic reports reports of traffic accidents, Ygcidents, destroy after 2 years.
and related tickets and viglation AUTH: N1-AFU-90-3
notices
14.01 tickets or violation notices \, | at security police
14.02 voided violation notices N destroy 3 months after
posting and forfeiture
of collateral, or
dismissal. AUTH: Nl-
AFU-90-3
15 reports of traffic studies, including destroy on preparation
those which reflect the volume of of new or amended
vehicular traffic entering or departing report.  AUTH: NI-
an installation or access road AFU-90-3
16 security police patrol | special reports relating to activities or | at security police \ destroy after 1| year.
reports conditions NAUTH: N1-AFU-90-3
16.01 physical security check records dél%r:g after 3 months.
A : N1-AFU-90-3
17 permits and | records of property and permits issued, destro year after
registration records | excluding private vehicle records departureNof owner on
TDY or P AUTH:
N1-AFU-90-3
18 firearm USAF employee firearm authorization, j record copies destroy 2 years\after
authorization for | and related records expiration or |.
employees revocation. AUTHS
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TABLE 31-1 I
Continued. I
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
\ N1-AFU-90-3

N

individuals' copies

destroy immediately on
revocation or expiration

date, whichever s
\ sooner. AUTH: NI-
AFU-90-3
20 projedt_identification | forms from owner which identify | at security police destroy 1 year after
participh{jon notice | property under Air Force Crime owner has been
Prevention Program reassigned or separates.
AUTH: N1-AFU-90-3
21 entry control redQrds | registers of personnel, motor vehicles destroy after 3 months.
or other property moving into or from AUTH: N1-AFU-90-3
restricted or controlled areas
22 barred personnel cords  pertaining to  persons | for active installations | destroy 3 years after
progibited from entering US military removal from the
instaMations for cause; i.e., those who barred list. AUTH:
are secyjty-loyalty risks, who possess NI1-AFU-90-3
undesirably,_ traits of character or
whosc condust is prejudicial to good
order and discip{{ne
23 for inactivated | destroy after 3 years.
installations AUTH: N1-AFU-90-3
24 Armed Forces | reports of  board \ proceedings, destroy after 5 years.
Disciplinary Control | recommendations  to e board, AUTH: N1-AFU-90-3
Board supporting records
25 charter or directive creating boal destroy 5 years after
board is dissolved.
AUTH: N1-AFU-90-3
26 records related to off-limit actions ) destroy 5 ycars after
off-limits  action is
voided. AUTH: NI-
AFU-90-3
27 board member files \ see table 38-5. AUTH:
N1-AFU-90-3
28 military working dog | training and utilization performance destroy after death or
(MWD) training records such as narcotics/explosives retirement of  dog.
detectors, and MWD team AUTH: N1-AFU-90-3
certifications for control of training
and use as legal evidence of a dog's \
team reliability
28.01 training and -utilization performance dest 1 year after
records  for  narcotics/explosives death retirement of
detection needed in possible legal dog, or when no longer
proceedings after death or retirement needed, whighever is
of dog later. A NI1-
AFU-88-8
28.02 | MWD health and | immunization, clinical health destroy when no loﬁgir\
service certificates, X-rays, veterinary needed (See Note 4N

5
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TABLE 31-1 l
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Continued. I
A B C D

R

U

L If the records are

E or pertain to consisting of which are then
examinations, weight charts, AUTH: N1-AFU-88-8
certificates of death, necropsy reports,
and other standard medical forms

' prescribed by AFI 48-131
29 WD program | statistical reports on MWDs, handlers, | at HQ AFSPA destroy after 2 years.
statys reports and kennel support strength, program AUTH: N1-AFU-90-3
change notifications, and MWD
requirements projections
29.01 at MAJCOMs and | destroy after | year.
' units AUTH: N1-AFU-90-3
30 credentials \ investigator credentials at security police see table 36-2. AUTH:
N1-AFU-90-3
3 identification  card\
control logs \
32 identification  card \
applications
33 | provisional passes N\
34 receipts for
identification
credentials
35 | restricted area \
badges )

36 inspection reports findings and recsmmendations | at activities | destroy 2 years after all
resulting  from  inspestions  of | performing inspection | follow-up action s
ammunition and wecapon\ storage completed. AUTH:
facilities, fund activities, €¥. to N1-AFU-90-3
determine an activity's capabilitiés_to
protect governmcent property, ta
corrective action and for use in sclf-
inspections \

36.01 at ingpected activities { destroy after  next
inspection/ test or upon
correction of all
deficiencies, whichever
is later. AUTH: NI-
AFU-90-3

37 fircrarm or  war at sccurity police \ destroy 3 years after

trophy confiscation . final disposition of
\piperty. AUTH: NI-
ARU-90-3
38 resource protection | procedures for normal and emergency |{ master plans des 1 year after
plan (see table 31-8) | protection of nonpriority resources superseded by new
plan. A : NI-AFU-
90-3
39 other than master | destroy when
plans superseded. ATH:
N1-AFU-90-3
39.01 . | resources protection | resource authorization letters, destroy whe

A
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- | TABLE 31-1 I
Continued. I
A B C D
R
9]
L If the records are
E or pertain to consisting of which are then
. records inspection reports, plans, prescribing superseded, obsolete, or
directives, waivers, alarm check forms, no longer needed,
work order requests, and other related whichever is sooner.

AUTH: N1-AFU-88-8

40 curity  container | records used on containers/vaults for | at central depositories | destroy after 3 months.
chexsk record storing funds AUTH: N1-AFU-90-3
41 outside of central | destroy after
depositories superseding records are
prepared. AUTH: NI-
AFU-90-3
42 ﬁreamllammunihm\ forms/records used in conducting daily destroy after 3 months.
inventory records inventories AUTH: N1-AFU-90-3
43 field interviews ata gathered about the presence of
V&%)zs or circumstances in law
enfolcement patrol areas
44 alarm systems test redgrds for intrusion detection | at security police destroy when a new
alarm systyms form is prepared or
when no longer needed,
whichever is later.
AUTH: N1-AFU-90-38
44.01 log of openings and cigsing of alarmed destroy after 3 months,
facilities . or when no longer
needed, whichever is
later. AUTH: NI-
AFU-90-38
45 narcotic training | controlled substance order forxps, destroy 1 year after
aids accountability rccords, inventory an destruction  of  the
audit rcports, rccords of destruction controlled  substance.
and verification of shipments (See \ AUTH: N1-AFU-88-8
Note 5)
46 pick  up/restriction | identification and physical description | record \copies filed | see rule 1. AUTH: Ni-
orders of individual and reason for order | with the | AFU-90-3
being issued incident/comy}aint .
files
47 copies at  sechity | destroy after 1 year, or
police within issui when member is picked
and at other or the order is
installations
48 security police | plans, schedules, rules, | at host MAJCOMs
competitions correspondence and related records
49 at other MAJCOMs destroy after 1 y¥gr.

AUTH: N1-AFU-90-3
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NOTE(S):
1. File records used in board pr ings and claims with the records to which they pertain. they pertain.
2. Retain in current files area and trd to the gaining installation on transfer of individual or sponsor. transfer of
individual or sponsor.
3. Transfer records to gaining installation (or designate of person(s), employee, or sponsor. Destroy records on local
retirees when they no longer serve law enforcement or legal ses. For overseas activities, destroy records upon
reassignment of individual/sponsor to CONUS for discharge action. Howev not destroy records when person(s) are on
terminal leave status until after the effective discharge date.
4. Units will forward records on death or retirement of dog to the Central Repository,
Veterinary Service, 1219 Knight Street, Lackland AFB TX 78236-5631.
5. Maintain a separate shipment file for each controlled substance shipment in active status.

6. Incident/complaint reports that are used as source records for CJCTS are disposed with applicable CJCTS recor
after 3 years, whichever is later.

Military Working Dog

These three rules (involving temporary electronic records) apply to all rules in the preceding table with the
exception that rules “a” and “b”,do not apply to rule 27.

/O;vu:l e

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic electronic records that” destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
¢ Electronic copies | that are created using destroy after recordkeeping
electronic mail and word copy has been created and
processing or form filler filed or when no longer
software needed for revision,
dissemination, or reference,
whichever is later. !

B



[TABLE 312 |

CORRECTION RECORDS
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 inmate correctional | confinement orders, inmate release | records for inmates | destroy 4 years after
\ records orders, inmate's personal history, mail | released from local | release of prisoner from
and correspondence record, medical | confinement confinement. AUTH:
examiner's report, request and receipt N1-AFU-90-3
for health and comfort supplies, report
of or recommendation for disciplinary
action, inspection record for inmate in
segregation, request for interview,
inmate evaluation record, individual
\nmate utilization records
2 (RESERVED) N (RESERVED)
3 correction  officer's | inmate's destroy after disposition
records and related of claim, criminal
on which a civil action, or military
or military discip disciplinary action,
been initiated in conne provided the retention
entry or omission of an entry period specified in rule
4 has elapsed. AUTH:
N1-AFU-90-3
4 other than those in rule 3 \ destroy after 4 years.
AUTH: N1-AFU-90-3
5 disciplinary records destroy 4 years after
. date of last entry.
AUTH: N1-AFU-90-3
6 correction facility blotters and visitor's \ destroy 1 year after date
registers f last entry. AUTH:
FU-90-3
7 inmate reports and | roster, reports of escaped and returned | at correctional | destroy\ after 1 year.
rosters from escape prisoners facilities AUTH: FU-90-3
8 daily strength records originals destroy 8 ye after
date of last try.
AUTH: N1-AFU-90-3
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[TABLE 312 |

Continued. 1

.‘.

AFMAN

37-139 1 March 1996

case files

punishment letter, weekly evaluation
attitude and

sheet of airman's
performance;  airman's  personal
history, and related documents

accumulated as a result of nonjudicial
action under Article 15, UCMJ

A B C D
R
6]
L If the records are
E or pertain to consisting of which are then
9 - other than originals destroy when no longer
needed. AUTH: NI-
AFU-90-3
9.01 Annual Confinement Report at HQ AFSPA destroy after 3 years, or
when no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
9.02 at MAJCOMs and | destroy after | year.
\ correctional facilities AUTH: NI1-AFU-90-3
10 inmate classification | classific3ign material on each | paper or microfilm | destroy after 20 years
records individual inMate copies in research | (See Notes 1 and 2).
' collection No. 1 at| AUTH: N1-AFU-90-3
AFSPA/SPC
11 | paper copies or | destroy after 1 year.
microfilm service | AUTH: N1-AFU-90-3
prints in refcrence
\OQLIection No. 2
12 retrainees answer shcets of achievement test
achievement test | administered to retraineés
records
13 correctional custody | medical examiner's report, disciplinary \ destroy 3 months after

d of month in which
custody
AUTH:

NI1-AFU-90-

1. If microfilmed,
2. Retire original camera master silver negative to

after 20 years.

after microfilm has been inspected and found acceptable.

after microfilm has been accepted, for destruct\mQ
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These three rules (involving temporary electronic records) apply to all rules in the preceding table:

electronic mail and word
processing or form filler
software

A B C D
| RULE If the records are | consisting of which are then
or pertain to
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
c Electronic copies | that are created using destroy after recordkeeping

copy has been created and
filed or when no longer
needed for revision,
dissemination, or reference,
whichever is later.
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TABLE 31-3 l

PRIVATE VEHICLE REGISTRATION AND SALE |

189

A

B

or pertain to

If the records are

consisting of

which are

then

~|mcaR

private
registrations,
financial

vehicle

and

certificates of compliance-private
vehicle registration forms

destroy after departure
of registrant on PCS or
termination of
individual vehicle
registration or re-
registration of vehicles.
AUTH: N1-AFU-90-3

registration identification label (See
Note)

registrant will destroy
on termination or
expiration of
registration or when
replaced by current
label. AUTH: NI-
AFU-90-3

record copigs of military registration
and certificateof title of motor vehicle
forms

destroy 1 after
termination of
registration, sale,
transfer of ownership,
shipment of vehicle to
USA or other country,
unless retention s
required by  joint
service and/or host
country agreement or
arrangement-in  which
case, destruction will
follow any records
extension. Send to
gaining installation on
intra-theater  transfers
(see rule 4). AUTH:
NI1-AFU-90-3

year

temporary registration records

stroy |1 month after
the\_expiration date.
AUTHN1-AFU-91-42

5 private motor vehicle
sales transaction

applications from military and civilian
personnel for purchase or sale of
privately owned motor vehicles

at overseas locations

!

destroy year after
individual
overseas tour.
N1-AFU-90-3

NOTE: See table 36-2 for disposition of accountability forms such as AF Form 213, logs, registers,

etc., used to issue sub-

blocks of installation private vehicle registration identification decals to official vehicle registration agents.

| 2
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These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
c Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

copy has been created and
filed or when no longer
needed for revision,
dissemination, or reference,
whichever is later.
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TABLE 31-4 I

‘.

INFORMATION SECURITY PROGRAM l

AFMAN 37-139 1 March 1996

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 original master listing by title and organization | at HQ AFSPA destroy after 5 years

\ classification of officials designated to exercise this (See Note 1). AUTH:
authority authority N1-AFU-88-37

2 ) at MAJCOM, FOA or | destroy when

DRU superseded or no longer
needed. AUTH: NI-
AFU-88-37

3 requests to add or delete officials to or destroy after 1 year.

from the master listing AUTH: N1-AFU-88-37

4 listing by incumbent's name and date | at HQ AFSPA destroy after 5 years

trained of officials designated to (note 1). AUTH: NI-
gxercise original classification AFU-88-37
abthority
5 at other levels destroy when
superseded or no longer
needed. AUTH: NI-
AFU-88-37
6 listing by incumbgnt's name and date | at MAJCOM, FOA or
trained of officialy designated to | DRU
exercisc original classification
authority in the absence oRthe primary
official

7 classification challenges to classiﬁcatiorwd destroy after 1 year,
evaluation requests for mandatory review AUTH: N1-AFU-88-37

8 security control | key issue logs A\ destroy 1 month after
records all entry spaces are

used and replaced by a
new log, if no longer
required. AUTH: NI-
AFU-88-37
9 forms used for identifying persons destroy when

responsible for storage facilities or superseded or no longer

containers, recording the opening, needed. AUTH: NI-

closing and checking of security type FU-88-37

equipment, and results of room or area \

security inspection '

10 authority to escort or “ { destroyN\after 2 years.
handcarry classified AUTH: GRS 18, Item 1
material

11 handcarrying AF Form 1287 destroy 2 year)\ after
classified  material individual departs dqjt.
briefing statement AUTH: GRS 18, Item N

14
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(TABLE314 |
Continued. I
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
12 emergency planning | plans which detail procedures and destroy when
responsibilities for emergency superseded or no longer
protection, removal, or destruction of needed. AUTH: NI-
classified material in case of natural AFU-88-37
\ disaster, civil disturbance, or enemy
action
13 security incidents findings by an official in determining | for NATO security | destroy after 3 years
if a compromise, possible compromise, | incidents (note 1). AUTH: N1-
inadvertent access or  security AFU-88-37
deviation has occurred involving
classified information
14 for other security | destroy after 2 years
incidents (note 1). AUTH: NI-
N\ AFU-88-37
15 access control | forlgs used to certify access to destroy when
records Restristed Data  information in superseded, obsolete, or
possessidg of DOE or fedcral agencies no longer needed.
other thay  NASA, access lists, AUTH: N1-AFU-88-37
authority to gpen or close alarmed
areas, and similax types of records
16 nongovernment his{orical researcher | access granting | retain pending
certification not to disclose classified | authority office disposition  approval.
information AUTH: N1-AFU-88-37
17 Top Secrct control Top Secrct registers, ity attached destroy 5 years after all
receipts and destruction certifidates register page entries
have been made
inactive  (note  1).
AUTH: N1-AFU-88-37
18 access rccords and cover sheet destroy 2 years after
reflecting persons who have access to related Top  Secret
a particular Top Secret document or to material is destroyed,
whom the information has been transferred,
disclosed downgraded,
declassified, or retired.
AUTH: N1-AFU-88-37
19 Top Secret inventories \ destroy after 1 year.
| AUTH: N1-AFU-88-37
20 record suspense | suspense records for classified material | on-loan suspenses WNdestroy after 2 years or
receipt and | requiring a receipt give to the borrower,
destruction whithever is applicable
certificate file for (note AUTH: NI-
| secret material AFU-88-
21 normal suspenses destroy upoh\ return of
signed receipt.N\AUTH:
N1-AFU-88-37
22 receipt for classified material, or | inactive records destroy after 2 yesars
destruction certificates (note 1). AUTH: NI

5




192

[TABLE 314 |

AFMAN
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Continued. —I
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
AFU-88-37
23 | (RESERVED) (RESERVED)
24\ security record copy of published editions and | at the issuing activity | destroy after 10 years
classification guides | changes; forms reflecting approvals, | or office of primary | (note 2). AUTH: N1-
revisions, reissuances, reviews or | responsibility AFU-88-37
cancellations; and other related
records
25 information copies destroy when
superseded, obsolete or
no longer needed (note
3). AUTH: NI-AFU-
_ 88-37
26 security terminationV statements completed when | at unit of assignment destroy after 2 years
statements rminating access to special program (note 1). AUTH: NI-
matgrial AFU-88-37
27 at 497 IG/INS because | destroy with
person refused to | individual's
acknowledge adjudication file (note
debriefing 4). AUTH: NI-AFU-
88-37
28 statements, including thosc pertaining | in the Unit Personnel | destroy after 2 years
to spccial program matgrial, completed | Records Group | (note 1). AUTH: NI-
when individuals are debpriefed upon | (UPRG) AFU-88-37
termination of employmenhgr military
service, or contcmplated abserce from
duty or employment for 60 S or
more
29 ' at unit of assignment
Nfor civilian personnel
30 alN497 IG/INS because | destroy with
per refused to | individual's
acknow{edge adjudication file (notc
debriefin 4). AUTH: NI-AFU-
88-37
31 NATO or | destruction  certificates,  receipts, | for destroy 10 years after
International ~ Pact | registers, and disclosure records at the | COSMIC Top 3gcret | the material has been
Organization (IPO) | destroying subregistry ATOMAL or destroyed or transferred
control records IPO  Top to another registry or
material \Xbregistry (note 1).
ANTH: N1-AFU-88-37
32 for NATO Secret, | destrdy 2 years after the
NATO Secret | materia has  been
ATOMAL, NATO | destroyed %S¢ transferred
Confidential to another istry or
ATOMAL, or IPO | subregistry (ngte
Secret or Confidential | AUTH: N1-AFU-
material
33 “registers and receipts at control points | for COSMIC, | destroy 5 years afteN

)
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TABLE 31-4 |
Continued. —I
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
COSMIC Top Secret | record has been
ATOMAL, NATO | destroyed or returned to
Secret ATOMAL, | the servicing

NATO  Confidential
ATOMAL

subregistry (note 1).
AUTH: N1-AFU-88-37

34 logs, receipts, and destruction records | at control points or | destroy 2 years after the
for NATO Secret material user agencies material  has  been
destroyed or transferred
out of the activity (note
1). AUTH: NI1-AFU-
88-37
35 Central United States Registry (CUSR) destroy 1 year after
approval  of  establishment or disestablishment of
isestablishment of Air  Force subregistry or control
sukpegistries and  records  of point. AUTH: NI-
estaBlishment or disestablishment of AFU-88-37
control'Roints under a subregistry
36 individuaMN\ecord receipts in the active destroy  when  the
accountability file reccords described on
the receipt arc being
destroyed and have
been listed on
certificate of
destruction. AUTH:
N1-AFU-88-37
37 forms wused to formally \tecord destroy upon
authorizations for access to NATQ or termination of access.
‘1PO classificd material AUTH: N1-AFU-88-37
38 special access | authorization to establish program,\ at HQ AFSPA and | destroy 2 years after the
program reports, revicws and other related ogram offices of | program is terminated
records prilqary responsibility | (note 1). AUTH: NI-
. AFU-88-37
39 copies a}gr offices | destroy after 1 year.
AUTH: N1-AFU-88-37
40 program  plans and  security | at program ce of | destroy 2 years after the
instructions primary responstijlity | program is terminated
+| (note 1). AUTH: NI-
AFU-88-37
41 ’ copies at other offices when
erseded, obsolete, or
longer needed.
\N1-AFU-88-37
42 forms wused to formally record destroy upon
authorization for access to special termination \of access
program material AUTH: N1-AFy-88-37
43 waivers or | authority to deviate or not comply with | approved destroy upon explxation
exceptions program requirements date or when no longer

needed. AUTH: N

17
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Continued. |
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A B C D
R
U
L If the records are
E or pertain to consisting of which are then
\ AFU-88-37
disapproved destroy upon return of
requested action.
N ' AUTH: N1-AFU-88-37
45 suleys, inspections | requests for open, unattended storage | approved destroy when obsolete
and programs | of classified material; establishment of or no longer needed.
reviews pneumatic tube systems; or authority ' AUTH: N1-AFU-88-37
for central destruction facilities
46 disapproved destroy upon return of
requested action.
S AUTH: N1-AFU-88-37
47 Wy inspections destroy after 1 year.
AUTH: N1-AFU-88-37
48 informaWgn security program reviews destroy after 1 year, or
upon completion of
next comparable visit,
whichever 'is later.
AUTH: N1-AFU-88-37
49 CUSR inspections of /‘\‘Kubregistries
and control points
50 information security | Agency Information Security Bgogram | at HQ AFSPA destroy when no longer
reports Data Report . needed. AUTH: NI-
AFU-88-37
51 \n\other levels destroy after | year.
AUTH: N1-AFU-88-37
52 code words and | forms used to account for the destroy 2 years after
nicknames assignment or cancellation of code codewords or
words and nicknames nicknames are
cancelled (note 1).
AUTH: N1-AFU-88-37
53 scientific and | security  sponsorship, including \ destroy after 1 year.
technical meetings requests for authorizations and \QH:NI-AFU-SS-W
notifications of meetings.
NOTE(S):

1. Retain in accumulating office until eligible for destruction. (EXCEPTION: On inactivation, see AFI 37-138.)
2. Retire after the system, program, or project is terminated or phased out of the inventory.
3. Identify if necessary general reference publications and technical/specialized reference materials for disposition con

purposes on AF Forms 80 and 82 at the discretion of the command records management officer.
4. Table 31-5 covers the disposition of individual adjudication files.

/8




. .
v
’

.

.

These three rules (involving temporary electronic records) apply to all rules in the preceding table with the
exception that rules “a,” “b,” and “c” do not apply to rule 16.

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic systems | electronic records that destroy on expiration of the
replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records ‘
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the hard electronic records are
copy records are retained to superseded, obsolete, or no
meet recordkeeping longer needed for
requirements administrative, legal, audit,
or other operational
purposes
¢ Electronic coptes | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

copy has been created and
filed or when no longer
needed for revision,
dissemination, or reference,
whichever is later.
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[TABLE 315 |

CENSORSHIP |

195

A B C D
R -
U
L If the records are
E or pertain to consisting of which are then
1 censorship records to prevent transmission of | secondary censorship | destroy 6 months after
submission sheet information that might be useful to an | station copy Armed Forces
v enemy, and to disseminate information censorship has been
that might assist the US and its Allies discontinued or after
condemned
communications  are
disposed of. AUTH:
N1-AFU-90-3
2 other than rule 1 destroy when no longer
needed as intelligence
source  material or
reports of censorship
violations. AUTH: N1-
AFU-90-3
3 censorship  action | slips withomwx\traction destroy after 6 months.
slip : AUTH: N1-AFU-90-3
4 slips with extractio destroy 6 months after
cxtractions have been
disposed of. AUTH:
NI1-AFU-90-3
5 register - of destroy when
censorship stamp superseded. AUTH:
holders L N1-AFU-90-3
6 censorship  stamp destroy 1 year after
accountability assumption of
certificate accountability by a new
custodian. AUTH: NI-
AFU-90-3
7 travelers censorship destroy when thc articlc
certificate to which affixed has
een opened. AUTH:
\%\AFU-%J
8 travelers censorship destr 1 year after
extraction record items listed have been
disposed of\ AUTH:
NI1-AFU-90-3
9 censorship valuables destroy after 1 “year.

log

AUTH: N1-AFU-90-3




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

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
c Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

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

~e
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TABLE 31-6 I

PERSONNEL INVESTIGATIONS |

AFMAN 37-139 1 March 1996

A

If the records are
or pertain to

consisting of

which are

then

N {2l ey~ -

reports of

investigations

reports prepared outside AF

furnished-
commanders

AF

returned to the AFOSI
district or  AFOSI
activity from which
received when no
longer needed. AUTH:
NI1-AFU-90-3

2.01

el  security
investigations

nonderogatory reports of personnel
security investigations conducted by
DIS

destroy after review and
completion of clearance
or after recording the
investigative data when
clearance action s
required. AUTH: NI-
AFU-90-3

réports conducted for local service
contdqctors  who  require  only
unescorted entry into restricted areas

destroy 3 months after
contract is complete or
when the person for
whom it was conducted
terminates

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

derogatory  reports personnel
security investigations cohducted by
DIS

dispose of as prescribed
by AFR 40-732 or AFI
31-501, as applicable.
AUTH: N1-AFU-90-3

nondcrogatory  investigative ?ﬂi
received from the Office of Personne
Management (OPM)

destroy after the results
have been recorded as
required by AFI 31-
501. AUTH: NI-AFU-
90-3

derogatory reports received from OPM

Clearance
(AFSCA)

destroy on ultimate
disposition of the case,
employee's  separation
from the AF or transfer
to  another federal
agency. AUTH: NI-

NAFU-90-3

criminal
investigations

reports furnished commanders other
than those in rule 7

40-732 or AFI
s applicable,
or destroy™\Qn ultimate
disposition of\the case
if action is nol\taken
under these regulal
AUTH: N1-AFU-90-

a2
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[ TABLE 31-6 |

.
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record card

security cases

Continued. I
A B D
R
0]
L If the records are
E or pertain to consisting of which are then
7 reports furnished  commanders, dispose of according to
consisting of documents incorporated disposition instructions
) in records of legal proceedings such as of the legal actions
statements, affidavits, and similar involved. AUTH: NI-
matters AFU-90-3
8 dispose of as provided
in AFR 40-732 or AFI
31-501, as applicable,
when action is taken
under these regulations.
AUTH: N1-AFU-90-3
9 loss or compromlsg | action copies of investigations destroy 2 years after
of classified matter incorporated with reports sent to date of last action taken
mmanders by final reviewing
authority. AUTH: NI-
AFU-90-3
10 other opies of  investigations destroy 1 year after date
forwarded \yith reports described in of last action taken,
rule 9 provided such copies
have not been utilized
in  processing cases
under AFR 40-732 or
° AFI 31-501. AUTH:
N1-AFU-90-3
1 violations of security | reports pertaining to safeguaxding of destroy | year after last
directives classified information that not action taken. AUTH:
involve a subjection to compromNge NI1-AFU-90-3
consideration
12 incidents or persons | reports sent to commanders other than destroy on disposition
not under the control | those in rule 13 of the case. AUTH:
of the Air Force N1-AFU-90-3
13 reports sent to commanders, which are dispose of according to
retained in intelligence files disposition instructions
of the intelligence files.
AUTH: N1-AFU-90-3
14 security case files complete case files at AFSCA see table 31-8. AUTH:
NI1-AFU-90-3
15 duplicate case files other than those in
rule 14
16 record of action - taken on cases | at AFSCA
adjudicated under AFI 31-501 and
AFR  40-732; transcripts of
proceedings, with exhibits; and
memoranda, with official instruments
reflecting final decisions
16.01 | security case history | index cards giving summary of

23




198

.- [TABLE 31-6 |
]

AFMAN

3

37-139 1 March 1996

Police, and units of

Continued.
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
17 unknown  subjects | reports of investigations, wherein destroy after
investigations names of subjects are unknown, appropriate
conducted by AFOSI and forwarded to administrative  action,
commanders for review and action such as Report of
Survey, Damage
Property Report, etc., is
completed or when a
determination is made
that no other action is
contemplated. AUTH:
N1-AFU-90-3
18 presidential supp&\ investigative  reports, nominating | forwarded with | destroy upon receipt of
nominations orrespondence, evaluations, | recommendations for | notification of selection
sthumaries, medical reports, | selection of the | from AFSCA. AUTH:
statewgents and recommendations, | nominee N1-AFU-90-3
includthg copies of such record at
elements M the nomination process
19 nonselected by a | hold until the
nominating  element | nominating commander
without forwarding the | determines that an
nomination to AFSCA | appeal to the
nonselection will not be
filed, then destroy the
investigative report and
hold the remaining part
of the nomination file
for 1 year, then destroy.
N\ AUTH: N1-AFU-90-3
20 nohgelected by
or higher
21 presidential support | letters of notification of selection for s, base | destroy upon
assignment assignment to presidential support | Chiefs, Security Police | notification of
duties and units of | termination of duties or
assignment assignment.  AUTH:
N1-AFU-90-3
22 at AFSCA stroy after 5 years or
reassignment,
is later.
-AFU-90-3
23 quarterly roster of personnel assigned | at AFSCA, | destroy when
to presidential support duties MAJCOMs, base | superseded. AUTH:
- Chiefs, Security | N1-AFU-90-3

assignment

24
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These three rules (involving femporary electronic records) apply to all rules in the preceding table with the
exception that rules “a,” “b,” and “¢” do not apply to rules 3, 6, 7, 8, and 13.

A B C . D
RULE If the records are | consisting of which are then
or pertain to
a Electronic systems | electronic records that destroy on expiration of the
replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the hard electronic records are
copy records are retained to superseded, obsolete, or no
meet recordkeeping longer needed for
requirements administrative, legal, audit,
or other operational
purposes
C Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

copy has been created and
filed or when no longer
needed for revision,
dissemination, or reference,
whichever is later.
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INDUSTRIAL SECURITY PROGRAM |

199

6

A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 facility security | initial requests for FCL by contractor, | at security police unit | destroy 2 years after
clearance (FCL) justification for retention of clearance | providing security | termination of FCL.
or termination of FCL, and related | oversight of contractor } AUTH: N1-AFU-88-38
L records
2 urity agreements | Security Agreement (DD Form 441),
Appendage to DOD  Security
Agreement (DD Form 441-1), Facility
Security Clearance Survey (DD Form
374), Letter of Notification of Facility:
Clearance (DIS FL 381-R), and related
records ]
3 inspection reports N Industrial Security Inspection Report destroy after 2 years,
D Form 696), letters of requirement, when unresolved
re of contractor  corrective deficiencies are
i facility visit reports, and corrected, or when
related rdqords adverse trend in
contractor management
attitude is corrected,
whichever is later.
AUTH: N1-AFU-88-38
4 security violations reports of security lations, and | at security police unit | destroy after 2 years.
reports wherein loss, comypromise, or } providing security | AUTH: N1-AFU-88-38
suspected compromise of “Jassified | oversight of contractor
information did not occur and higher command
levels
5 reports wherein loss, compromise, 6\\ destroy after 7 years if
suspected compromise of classified ion contractor facility
did .occur information did occur remains active, 2 years
after facility security
clearance (FCL) is
terminated, or upon
inactivation of facility.
AUTH: N1-AFU-88-38
6 visit requests copies of requests to visit contractor | at security police hgt\ destroy after
facility located on Air Force | providing security\] completion of visit.
installation. oversight of contractor \\UTH: NI-AFU-88-38
7 special access files special access files, carveout contracts, destoy 6 months after
special security requirements records, contrdgt or agreement
and copies of consultant agreements is terminqted. AUTH:
N1-AFU-83\38
8 spectal visitor | long-term visitor agreements destroy 3 months after
agreements expiration of agrésment

or completion of visjt.
AUTH: N1-AFU-88-3
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Continued. I
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A

If the records are

or pertain to

consisting of

then

/émrcw

which are

oversight of contractor

Critical Nuclear | authorizations for access and briefing destroy 6 months after
Weapons Design | records for access to CNWDI notification that access
In ation is no longer required,
(CN or when superseded.
AUTH: N1-AFU-88-38
10 classification N Security  Classification | at security police unit | destroy when contract
specification Sperification (DD Form 254), and | providing security | is completed,
related ords  pertaining  to | oversight of contractor { superseded, or
classification, downgrading, | and higher command | classified information
declassification, and di ition levels in contractor's
possession is returned
or destroyed. AUTH:

I~ N1-AFU-88-38
11 standard practice | classified information security | at secu olice unit | destroy 2 years after
procedures (SPP) procedures followed by the contractor | providing curity | termination of FCL, or
oversight of contrac when superseded.
H: N1-AFU-88-38
12 industrial  defense | classified information security | at security police unit | see tab -3. AUTH:

surveys procedures followed by the contractor | providing security | N1-AFU-88-

27
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These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
c Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

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




TABLE 31-8 I

PERSONNEL SECURITY PROGRAM |

file

A B C D
R
U
L If the records are
E or pertain to consisting of which are then
personnel  security | records of  personnel  security | at base security police | destroy 2 years after
rance and access | investigation and clearance individual has been
separated from active
duty or has terminated
civilian  employment.
AUTH: N1-AFU-90-3
2 in the Unit Personnel | see table 36-12, rule
Record Group (UPRG) | 1.1. AUTH: NI-AFU-
90-3
3 emergency or  special  access | atwajts of assignments | destroy upon
certificates or documents and related | or issuin orities termination of access.
correspondence AUTH: N1-AFU-90-3
4 in a special security | § ules 23 through

25. A
90-3

~NI1-AFU-
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TABLE 31-8 I
Continued. l
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
5 limited access authorizations and | at units of assignment | return  to  issuing
related correspondence or base security police | authority when access
authorization is

withdrawn or expires.
AUTH: N1-AFU-90-3

B30

6 at issuing authorities destroy 2 years after
limited  access s
terminated. AUTH:
N1-AFU-90-3

7 personnel curity | unit requests for investigation, destroy when no longer

investigation clearance or unescorted entry needed. AUTH: NI-
requests ‘ AFU-90-3

8 request to DIS for an investigation, destroy upon receipt of

rification of prior investigation and investigation report or
s ‘ response to  query.
AUTH: N1-AFU-90-3
9 duty and travel uesting, denying, approving | at base security police | destroy upon
restriction and ing duty and travel | or CCPO and issuing | termination of
restrictions authorities restriction. AUTH:
N1-AFU-90-3

10 in the UPRG destroy after annotating
DD Form 214 per AFl
31-501, or upon
termination of
restriction. AUTH:
N1-AFU-90-3

11 personnel  security | completed personal history statemeﬁ\K see table 36-12, rule

questionnaires personnel sccurity questionnaires, or 1.1. AUTH: N!-AFU-
comparable forms 90-3 :

12 at base security police, | destroy when

units \of assignment, | employment is
MPF, CSPF terminated. AUTH:
N1-AFU-90-3

13 security termination \ see table 31-4. AUTH:

statements NI1-AFU-90-3

14 Classified for military personne] ‘| see table 36-12, rule 1.

Information AUTH: N1-AFU-90-3
Nondisclosure
Agreements (NdAs)
15 for civilian personnel | see fable 36-26, rule 8.
(in OPF) AUTH!
GRS18,ITEM25
15.01 for civilian personnel | destroy afteN\50 years
(not in OPF) (note). UTH:
GRSI18,ITEM25

16 civilian security | security termination statements completed upon | see table 31-4. AU?‘K

documents termination of { N1-AFU-90-3
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records

cases

3|

Continued. I
A B C D

R

U

L If the records are )

E or pertain to consisting of which are then

employment

17 completed upon

termination of special
access

18 duty and travel restriction see rule 9. AUTH: NI-
correspondence AFU-90-3

19 clearance certificates or records of see rule 1. AUTH: NI-
completed investigations AFU-90-3

20 access  certificates or  related see rules 3 through 6.
L correspondence AUTH: N1-AFU-90-3

21 )ﬁ:\‘onal history statements or similar see rule 12. AUTH:
forms N1-AFU-90-3

22 any igcord not covered in rules 16 destroy when the record
through\21 is no longer needed or

upon termination of
employment  AUTH:

N1-AFU-90-3
23 special security files | unfavorable rsonnel security | at base security police | destroy after favorable
(SSF) information, inveMigative reports, | until decision to close | decision by  local
correspondence, and related records file favorably/ | commander, or send to
unfavorably AFSCA if not closed
i favorably. AUTH: NI-

AFU-90-3

24 (RESERVED) N (RESERVED)

25 unfavorablc personnel seciity | at base security police | destroy upon receipt of
information, investigative repor until final decision is | final decision from 497
correspondence, and related records received from 497 | IG/INS. AUTH: NI-

/INS AFU-90-3
26 special security casc | completc case files, including case | at ¥97 IG/INS, if not | destroy 20 years after
files summaries, memoranda of final | closet\favorably final decision. AUTH:
decision correspondence, letters of N1-AFU-90-3
intent to deny or revoke clearance or to
deny eligibility for assignment to
sensitive  positions, exhibits, and
related case records for cases
adjudicated under AFI 31-501 and AFI
36-702
26.01 at 497 IG/INS, if [\destroy | year after
closed favorably | decision. AUTH:
' N1-AFU-90-3
27 duplicate case files at local bases until | destro after  final
final decision is made | decision \is received
from 49 IG/INS.
AUTH: N1-AXU-90-3
28 security case history | index card giving summary of security | at 497 IG/INS destroy 20 yealg after

final decision or
no longer ne

whichever is
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[TABLE 318 |

203

Continued. |
A B D
R
U
L If the records are
E or pertain to consisting of which are then
AUTH: N1-AFU-90-3
29 foreign travel pETS vel reports from | at security manager destroy after 5 years.
personnel with security clearances, [ ———————u_____| AUTH: N1-AFU-89-25
and related records

NOTE: NdAs are maintained in a separate file if unable to include them in individual official personnel folders (OPFs).

These three rules (involving temporary electronic records) apply to all rules in the preceding table with the
exception that rules “a” and “b”\(jo not apply to rule 14.

o “e W
A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
c Electronic copies | that are created using destroy after recordkeeping
electronic mail and word copy has been created and
processing or form filler filed or when no longer
software needed for revision, \
dissemination, or reference,
whichever is later. ‘

32




[ TABLE 319 |

DEFENSE COURIER SERVICE (DCS) |

A B C D

R

0]

L If the records are

E or pertain to consisting of which are then

\ receipt to sender Receipt to Sender (DCS Form 1) at DCS stations and | destroy after 2 years.

2

3

information)

agencies AUTH: N1-AFU-91-3
authorization record | Authorization Record (DCS Form 10) | at DCS stations
v at agencies destroy when
superseded. AUTH:
N1-AFU-91-3
4 transfer f&t\ DCS Transfer Form (DCS Form 32) at DCS stations and | destroy after 2 years.
agencies AUTH: N1-AFU-91-3
5 credentials \ Courier Credential (DCS Form 9) at HQ DCS and DCS | destroy at expiration or
stations courier transfer from
\ DCS. AUTH: NI-
AFU-91-3
6 DCS routes schedu\{wraries for the | at DCS stations and | destroy when
transportatisg of material agencies superseded. AUTH:
NI1-AFU-91-3
7 administrative and | data in computer_in the Defense | at HQ DCS and DCS | destroy (delete) when
operational Courier  Automate Management | stations entry is no longer valid.
System (DCAMS) AUTH: N1-AFU-91-3
8 data on computer tape in D S at HQ DCS destroy when no longer
N needed. AUTH: NI-
AFU-91-3
9 DCAMS data printouts (administrative \at HQ DCS and DCS
records) \&Qons
10 DCAMS data printouts (operational | at HQ\QCS destroy when no longer
records) : needed. AUTH: NI-
' AFU-91-3
11 account DCS Worldwide Master Account | at HQ DCS anth DCS | destroy after 3 months.
identification  and | (WWMA) Data (DCS Form 25) stations AUTH: N1-AFU-91-3
service information »
12 data in the WWMA Database at HQ DCS troy (delete) when
N longer valid.
AUTH:NI-AFU-91-3
13 WWMA data printouts (account | at HQ DCS and DCS
identification) stations
14 WWMA data printouts (service | at DCS stations

35



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

A B C D
RULE If the records are | consisting of which are then
or pertain to .
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
. or other operational
purposes
c Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

copy has been created and
filed or when no longer
needed for revision,
dissemination, or reference,
whichever is later.
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TABLE 31-10 |

PHYSICAL SECURITY |}

A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 physical security | test, survey, and inspection reports destroy 1 year after
operations action completed or
evaluations after next inspection,
\ whichever is later.
AUTH: N1-AFU-90-3
1.01 | security systems intrusion detection system plans, | at security police and | destroy 1 year after
proposals, and authorizations operating  activities | system is removed from
(See Note 1) facility. AUTH: NI-
N AFU-90-3
1.02 co work orders, drawings, destroy 1 year after
specifr system is removed from
facility, when obsolete
or no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
2 security system | reports on intrusion detettion alarm | at MAJCOMs retire as permanent
performance data system performance (See Note 2). AUTH:
< - NC-174-159
3 elow MAJCOMs destroy after 1 year.
\ AUTH: N1-AFU-90-3
4 records of visitors requests for visits to restricted areas destroy 3 months after
completion of the
visit(s). AUTH: NI-
AFU-90-3
5 authorization for contractors to visit in N destroy 1 month after
connection with classified matters inati of
ation. AUTH:
-3
6 installation security | master plan destroy 1 ¥ after
plan being superdsded.

AUTH: N1-AFU-90-
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TABLE 31-10 |
Continued. I
A B C D
R
u
L If the records are
E or pertain to consisting of which are then
7 other than master plan destroy when
\ superseded. AUTH:
N1-AFU-90-3
8 records regarding granting licenses to destroy after 3 months.
foreign ' nationals to take aerial AUTH: N1-AFU-90-3
photographs, resulting in favorable
information
9 resulting in unfavorable information destroy after 2 years.
N AUTH: N1-AFU-90-3
10 restricted area see table 36-2. AUTH:
identification \ NI-AFU-90-3
credentials
11 security deviations deviations frofMwcriteria contained in | approved destroy 1 month after
AFI 31-series dirdstives and related expiration date, when
records reason for deviation no
longer exists, or on
cancellation of
deviation, whichever is
sooner. AUTH: NI-
\ AFU-90-3
12 - disapprqed destroy 1 month after
final action of
approving  authority.
AUTH: N1-AFU-90-3
13 | (RESERVED) N (RESERVED)
14 identification codes | sign/countcrsign and duress lists when
ed or
compromis¢gd. AUTH:
N1-AFU-90- )
15 nuclear weapons | listings of nuclear weapons convoy destroy after 1 “\ygar.

movement off-base

movements and related records

AUTH: N1-AFU-90-3\

NOTE(S):

1. Civil engineering, budget and procurement activities maintain records relating to intrusion detection equipment (IDE)
systems in the appropriate series for their functional area.

2. Transfer records to the National Archives in 5-year blocks when latest record is 25 years old.
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These three rules (involving temporary electronic records) apply to all rules in the preceding table with the
exception that rules “a” and “b”, do not apply to rule 2.

IOLV\A ""‘C,H

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic systems | electronic records that destroy on expiration of the
replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the hard electronic records are
copy records are retained to superseded, obsolete, or no
meet recordkeeping longer needed for
requirements administrative, legal, audit,
or other operational
purposes )
c Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

copy has been created and
filed or when no longer
needed for revision,
dissemination, or reference,
whichever is later.
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TABLE 31-11 |

MISSILE SECURITY RECORDS |

AFMAN 37-139 1 March 1996

approved dispatch notification used to
notify flight security control and

issile combat crews of an approved
\fi%wsh - :

A B D
R
U
L If the records are
E or pertain to consisting of which are then
1 security dispatch predispatch notification used to notify destroy after 3 months
key and code control center of or when no longer
requirement for a dispatch needed, whichever is
later. AUTH: NI-
AFU-90-3
2

destroy after 1 month.
AUTH: N1-AFU-90-3

3 dispatchiNgecords used to manage destroy after 1 year.
dispatch oP\(security escorts and AUTH: N1-AFU-90-3
camper alert tea embers

4 security message log | alarm situations N record destroy after 3 months.
security alert messages AUTH: N1-AFU-90-3

5 helping hand and covered on see table 31-1. AUTH:
reports used to record upchanne NI-AFU-90-3
reports \

6 security response flight time-distance response matrix destroy after 1 year.
which are specific response criteria for AUTH: N1-AFU-90-3
alarms

7 key and code control | registers, and material handling see table 33-1. AUTH:
records used to issue, transfer, and 1-AFU-90-3
destroy National Security Agency one- \
time code tables

8 physical minuteman camper inspections used to destroy aftén 1 year.

examinations record discrepancies of self-contained AUTH: N1-AFUQ-3

unit
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These three rules (involving temporary electronic records) apply to all rules in the preceding table with the
exception that rules “a” and “b” do not apply to rule 7.

land we™
A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic systems | electronic records that destroy on expiration of the
replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the hard electronic records are
copy records are retained to superseded, obsolete, or no
meet recordkeeping longer needed for
requirements administrative, legal, audit,
or other operational
purposes
¢ Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

copy has been created and
filed or when no longer
needed for revision,
dissemination, or reference,
whichever is later.
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TABLE 31-12 |

ANTITERRORISM RECORDS |

agencies, DOD/USAF Commanders

AUTH: N1-AFU-90-3

A B C D

R -

U

L If the records are

E or pertain to consisting of which are then

1 antiterrorism reports and correspondence related to | at HQ USAF/SPO destroy after 2 years or
\ services development of antiterrorism when no longer needed,

v programs for US  Government whichever is later.
2

at other HQ USAF
offices and commands

destroy after 1 year or
when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3

TABLE 31-12 |

Continued. j
A B\, C D
R \
U
L If the records are
E or pertain to consisting of migh are then
3 antiterrorism reports of antiterrorism | at HQ N¥SAF/SPO destroy after 2 years or

briefings/training

briefings/training related to the
terrorist threat at a particular area and
general threat in large overseas areas,
including techniques that can be
employed to counter the threat

when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3

at other HQ USAF
offices and commands

destrodsafter 3 months

or when\no longer
needed, whiChgver is
later. AUTH:

AFU-90-3
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These three rules (involving temporary electronic records) apply to all rules in the preceding table with the
exception that rules “a” and “b” do not apply to rules 1 and 3.

an \kc‘ \
A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
c Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

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




40. Medical Command. These tables cover records pertaining to aspects of health and well-being, including use of animals
for laboratory research and control of radioactive material.

[TABLE 401 )

VETERINARY SERVICE |

A B C D
U -
L m
E or pertain to M of which are then
1 research animal | records used ratory research at medical laboratories | destroy 5 years after
service death of animal or

completion of research

\ effort or when

longer needed,
whic is later.
AUTH: N1-AFD:

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

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
C Electronic copies | that are created using destroy after recordkeeping
electronic mail and word copy has been created and
processing or form filler filed or when no longer
software needed for revision,
dissemination, or reference,
whichever is later.
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TABLE 40-2 I

License and AFMC
M records of
joactive
commpdity

reports of survey and minutes of
meetings

RADIOISOTOPE RECORDS |
A B C D
R
0)
L If the records are
E or pertain to consisting of which are then
1 applications for By- | approved applications and related disposition  pending.
product-  Material | records, such as correspondence, AUTH: Unscheduled

copy of consultation sheet, patient's
index card, and applicable worksheets

manageRent
2 approved copies at USAF Radioisotope | destroy 5 years after
Committee expiration of license.
AUTH: N1-AFU-90-3
3 disapproved copies destroy upon receipt of
the disapproved form.
AUTH: N1-AFU-90-3
4 reports of incidents disposition  pending.
involving accidents, AUTH: Unscheduled
thefts and loss of
radioisotopes or
other licensed
materials
5 isotope records showing receipy, use and | atisotope clinics when isotope inventory
accountability disposal of radioisotope ‘“Mpaterial, - has  reached  zero
indicating material on hand balance (e, no
radioactive material on
hand)  hold  until
inspected by US
Nuclear Regulatory
Agency; after
inspection and
certification by NRA,
destroy records having
zero balance. AUTH:
N1-AFU-90-3
6 patient's records dosage records, scan sheet, tracings,

individual's
record. AUTH:
AFU-90-3
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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 1 and 4.

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic systems | electronic records that destroy on expiration of the
replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the hard electronic records are
copy records are retained to superseded, obsolete, or no
meet recordkeeping longer needed for
requirements . administrative, legal, audit,
or other operational
purposes
P Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

copy has been created and
filed or when no longer
needed for revision,
dissemination, or reference,
whichever is later.
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46. Nursing. This table covers records pertaining to all aspects of nursing services.

[TABLE 46-1 |

NURSING SERVICE RECORDS |

A B C D

the records are
or persain to

—HF%%

consisting of which are then
nursing supply | Central Nursing Supply Issue Record | at hospitals destroy 1 month after
records (AF Form 580}, or comparable forms items have been
returned and posted to
\ inventory records.
AUTH: N1-AFU-90-3

2 nursing service | Nursing Seerr Report (AF destroy after 1 year.
report Form 587), or comparakle forms AUTH: N1-AFU-90-3
3 ward reports statistical reports or listinps of ward destroy after 3 months.
patients, such as daily and kly AUTH: N1-AFU-90-3
patient census, patient strengt :
reports, and ward patient rosters
4 operating room | register or ledger  containing destroy after 5 years.
schedules information on the operations AUTH: N1-AFU-90-3
performed for each day
5 lists of operations scheduled for the stroy when no longer
next day MH: NI-
AFU-90-
6 sterilizer testing | forms indicating the efficiency of destroy after ears.
documentation sterilizers o AUTH: NI-AFU-90-

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

} A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
c Electronic copies | that are created using destroy after recordkeeping
electronic mail and word copy has been created and
processing or form filler filed or when no longer
software needed for revision,
dissemination, or reference,
whichever is later.
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47. Dental. These tables cover records pertaining to dental services and programs, including dental research and prevention
of dental diseases, examination and treatment of personnel, administration of dental clinics and dental prosthetic
laboratories.

TABLE 47-1 I .

INDIVIDUAL DENTAL HEALTH RECORDS AND X-RAYS |

active duty military
personnel (See Notes
1, 6)

forms such as | Health Record
(SF 603), Consultation,
Reports, Dental Patient
Periodontal Scoring Chart, and related
records and data

\

on Army, Navy md]

Marine Corps active
duty military

personnel

A B C D
e
L we
E or pertain to consisting of which are then
1 individual dental | 1 health record folders containing [ on AF active duty | maintain and forward
health records of | dental ination and treatment | military personnel as prescribed in AFI

36-2608, AFI 47-101,
and appropriate
medical guidance.
AUTH: N1-AFU-90-3
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TABLE 47-1 I

Continued. J

563

47

A B C D
R
U
L If the records are
E or pertain to consisting of which are then
2.0 individual dental on AF reserve | maintain and forward
health records of AF personnel as prescribed in AFI
reserve personnel 36-2608 and
appropriate medical
\ guidance. AUTH: NI-
AFU-90-3
3 individyal dental on retired AF general | send to HQ AFMPC/
health ‘sgcords for officers and personnel | MPCDRR, Randolph
other than_ active on temporary | AFB TX 78150, 3 years
duty ilitary disability retired list | after year of last
personnel (See (TDRL) treatment. AUTH: NI-
1,2,3,4) ' AFU-90-3
4 on retired military | retire to NPRC (MPR)
personnel (except | 3 years after year of last
personnel in rule 3) treatment. AUTH: N1-
AFU-90-3

5 on family members of | destroy 5 years after
military personnel | year of last treatment.
(include dependents of | AUTH: N1-AFU-89-23
retired military
personnel)

6 on civilian employees | retire records of
employees transferred
to an AF activity within
the Military District of
Washington or to
another activity within
the federal service, and
records of employees
who are separated from
the federal service, to
NPRC (CPR) at the end
of each calendar year.
AUTH: N1-AFU-90-3

7 on foreign nationgls deliver records in a

sealed envelope to the
concerned allied or
eutral military
individual on transfer
to anQther AF base, on

discharge from
treatment\or on return
to  parent country

following terigination
of training, or iver
to the senior membehof
a group repatriated)
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TABLE 47-1 I

Continued. |
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A

If the records are
or pertain to

consistinglf

which are

then

N CER-E.

8 \

9.01

10

subject to conditions in
note 5. AUTH: NI-
AFU-90-3

on American Red

Cross personnel

send to Medical
Director, American
Red Cross, Washington
DC 20006, 3 years after
year of last treatment.
AUTH: N1-AFU-90-3

Guard
active

on  Coast
personnel on

duty

send to Commandarit,
UsS Coast  Guard,
Washington DC 20593,
1 year after year of last
treatment. AUTH: NI-
AFU-90-3

on USAF Academy
cadets

send to Cadet Records,
USAF Academy, for
inclusion  with  the
personnel records, after
record is complete
following cadet's
departure from USAF
Academy. AUTH: N1-
AFU-90-3

on Peace Corps and
State Dept personnel,
and all other personnel
not covered in rules 1
\through 9.1

retire to NPRC (CPR) |
year after year of last
treatment. AUTH: N1-
AFU-90-3

10.01

clinic index cards

clinic index (AF Form 1942) cards
prepared for eventual inclusion with
retired dental health records

destroy  immediately
(See Note 7). AUTH:
NI1-AFU-90-3

11

dental treatment

plans

forms used within the dental service
for treatment planning

1 Record

destroy when proposed
treatment has been
completed and recorded
on  Dental Health
(SF  603).
AUTH: N1-AFU-90-3

12

13

temporary  dental

health records

used for exchanging
and receiving
treatment data from
another dental facility

used as a temporary
record pending arrival
of Field Record Group

estroy after all

tragscriptions have
been\\made on long-
term reégords and have
beeri  ibjtialed by
transcribing officer.
AUTH: N1-AFY.90-3
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[TABLE 471 |

1

565

Continued. I
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
14 dental X-ray film exposed dental X-rays taken for evaluation, | hold as part of the
treatment, and follow- | Dental Health Record.
up care of dental | AUTH: N1-AFU-90-3
diseases  or oral
manifestation of
systemic diseases
15 initial, full-mouth X- | hold, so long as legible,
rays as part of the Dental
Health Record. AUTH:
N1-AFU-90-3
16 taken incident to | include with individual
hospitalized dental | clinical records when
cases required. AUTH: NI-
AFU-90-3
17 obtained for other | destroy when
purposes, and | appropriate  findings
determined to be of no | are entered on
more value individual's Dental
Health Record. AUTH:
N1-AFU-90-3
18 judged by a dental | hold in a separate file,
officer to be of unusual | and destroy when no
interest or selected for | longer usable or
teaching or research | needed. AUTH: NI-
purposes AFU-90-3
19 unidentifiable destroy  immediately.
AUTH: N1-AFU-90-3
NOTE(S):

1. Records dated before 1982, retired to NPRC (MPR or CPR), are in alphabetical sequence. Records dated 1982 and later,
panied by the patient record retirement card
in alphabetical order in the first box of each accession. Destroy dental health redQrds for military personnel ‘

retired to NPRC (MPR or CPR), are in numerical, termina!} digit order; acc

50 years after date of latest record. Destroy dental health records for nonmilita

after date of latest record.
2. RESERVED

3. Retire nonmilitary dental health records, other than dependents, pertaining to deaths

of status occurs.

4, Retain dental health records for retired military personnel when it is known that they still r
receive care at the dental facility.

5. Before delivery of records to foreign nationals, screen records in detail and remove all security 1

ersons, unless stated otherwise, 15 years

the end of the year when change
ide in the area and expect to

ormation, regardless of
specific classification. Forward classified records to AFIS/INFOD for review and further transmissio

if warranted, to the

government concerned. Forward records of deceased personnel directly to AFMOA/SGSB for transmitt¥ to parent country.
If, for some reason, delivery of records to foreign nationals is not possible, forward them to HQ AFMOA/SSSB.

6. A fire at NPRC (MPR) on 12 July 1973 destroyed approximately one million Master Personnel Records oRNAF personnel
whose surnames begin with the letters "Hu" through "Z" and who were discharged between 25 September 147 and 31
December 1963. An additional 432,000 records were salvaged. (No fire damage occurred to records of AF veterays whose
surnames begin with the letters "A" to "Hu".) The destroyed records contain all induction and enlistment regords,
assignment and promotion orders, outpatient/health and dental records, and separation records. If identifying inform3¢jon
can be provided (such as veteran's dates of service, unit or assignment), NPRC can verify most of the facts about t
member's military service. However, specific outpatient medical/dental data cannot normally be provided.

7. NPRC may destroy clinic index cards when encountered.
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These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
c Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

copy has been created and
filed or when no longer
needed for revision,
dissemination, or reference,
whichever is later.
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TABLE 47-2 I

FACILITY DENTAL RECORDS |

1

AFMAN 37-139 1 March 1996

by-laws, committee = membership,
minutes of hospital committees,
special training file, and consultant
lists

A B C D
R
L If the records are
E | or pertain to consisting of which are then
1 tal appointments | registers and appointment slips destroy when no longer
needed. AUTH: NI-
AFU-90-3
2 dental attspdance records for dental service report data destroy 3 months after
input submission of report.
AUTH: NI-AFU-90-3
3 (RESERVED) '\ (RESERVED)
4 dental service destroy after 3 years.
reports N AUTH: N1-AFU-90-3
5 temporary dental | prsgthodontic prescription and destroy 6 months after
prosthetic case | consitation requests not used to insertion of dental
reports record IQcal expenditures of precious prosthesis. AUTH: N1-
metals, or\yhich show precious metal AFU-90-3
expenditure akanother AF activity
6 dental registers of | registers and cdpies of prosthodontic destroy 1 year after
precious metals and | prescriptions and Capnsultation requests fiscal year cutoff, or on
alloys required as a vouchel for expenditure inactivation of activity
of precious metals after final inspection
has been made and
exceptions have been
cleared. AUTH: Nl-
AFU-90-3
7 tooth inventory | files closed out \ destroy 1 year afier
management fiscal year cutoff, or on
inactivation of dental
facility where a final
inventory has been
made. AUTH: NI-
AFU-90-3
8 dental accreditation | certificatc that hospital dental service | property o the | return the certificate
file is accredited Council on Hoshijtal | promptly to CHDS on
Dental Servi inactivation of dental
(CHDS) facility, revocation or
reason for
{nation of
d status.
-AFU-90-3
9 accreditation guidelines, dental service destroy afteNl year or

on inactivatign  of
dental facility. H:
N1-AFU-90-3
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These three rules (involving temporary electronic records) apply to all rules in the preceding table:

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
¢ Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

copy has been created and
filed or when no longer
needed for revision,
dissemination, or reference,
whichever is later.
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" 52. Chaplain. This table covers records pertaining to the chaplain's functions and religious program, including religious
services, sacraments, and rites; religious education, leadership, and lectures; use of chapels, facilities, and equipment;
professional records and reports of chaplain activities, chaplain funds, and USAF Academy chaplain records.

TABLE 52-1 I

CHAPLAIN ACTIVITIES |

53

A B C D
R
U
L If the' records are
“E or pertain to consisting of which are then
1 program  planning | records used in planning, { at HQ USAF retire as permanent
and administration administration and operation of (See Note 1). AUTH:
religious programs, including studies, N1-AFU-90-5
directives, and analyses reflecting the
organization of programs, techniques
employed to obtain objectives, and
results of program activities
1.01 (RESERVED) (RESERVED)
2 below HQ USAF destroy after 2 years.
AUTH: N1-AFU-90-5
3 special event c&K correspondence and other background | maintain to plan future | destroy when
files materials  pertaining to special | programs superseded, or no
Win programs longer needed. AUTH:
N1-AFU-90-5
4 nonchaplain letters Ox documents of certification at possessing activities | destroy on cancellation
personnel or termination  of
certifications 0 duties, whichever is
sooner. AUTH: NI-
AFU-90-5
4.01 | (RESERVED) AN (RESERVED)
5 religious  education | enrollment/registration ddsymentation | at possessing activities | destroy when
records . individual withdraws.
AUTH: N1-AFU-90-5
6 individual class reports destroy when no longer
needed. AUTH: NI-
AFU-90-5
7 consolidated class reports \ destroy after 1 year.
AUTH: N1-AFU-90-5
8 thru | (RESERVED) ' \ (RESERVED)
10
11 reports written mobility after-action reports at muapaging | destroy after 2 years.
MAJCOM AUTH: N1-AFU-90-5
12 tasked activities \ destroy after 1 year.
NAUTH: NI-AFU-90-5
13 AF Form 1423, Certification of | atinstallations 35‘}12/ after 2 years.
Attendance and Offerings A : N1-AFU-90-5
14 chaplain statistical report, AF Form | consolidated at other | destroy’sfter 2 years or
1270 RCS: HAF-HCX(A)7103 than HQ USAF when no logger needed.
AUTH: N1-ARU-90-5
15 consolidated at HQ | retire as perlmanent
USAF (See Note 1). A
N1-AFU-90-5
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at MAJCOM

591
TABLE 52-1 |
Continued. I
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

16 individual reports destroy after 1 year.

AUTH: N1-AFU-90-3

16. (RESERVED) (RESERVED)

thru 19
20 oir music and | copies of music purchased and destroy when no longer
dodymentation maintained for repeated usage needed (See Note 2).
AUTH: N1-AFU-90-5

21 chapel régords records of funerals, marriages and destroy after 75 years

baptisms dated from 1949-1958 (See Note 5). AUTH:
NI1-AFU-90-5
22 thru | (RESERVED) \ (RESERVED)
25
26 religious program Ndocuments and/or agreements for | at possessing activities | destroy when
contingency plans &%lqementa] religious ministries and superseded. AUTH:
support services documents N1-AFU-90-5
27 (RESERVED) (RESERVED)
28 design plans and | project ta concerning copies of | HQ USAF/HC retire as permanent (see
policy initiated AN Form 332, BCE Work note 1). AUTH: NI-
Request; doculent narrative portion AFU-90-5
of DD Form 13%, FY19__ Military
Construction oject Data;
programming, siting)\ constructing,
modifying, and renovatin)y, of religious
other related building project papers

29 (RESERVED) N (RESERVED)

30 \

31 chaplain funds document establishing fund, records of | at U§jng activity destroy 6 years after FY
dissolution, copy of terminal audit in  which fund s
report. dissolved. AUTH: Nl-

AFU-90-5
32 equipment records related to aM\ active | the monitoring
chaplain fund reWined | MAJCOM will destroy
at MAJICOM after reviewing the
inactivated fund
ecords and terminal
X%i‘:u(See Note 6).
AUNJ: N1-AFU-90-5
33 at using activity destroy™g years after FY
in  whick_ fund s
inactivated XSee Note
6). AUTH: -AFU-
90-5
34 annual equipment change report

destroy after revie“‘nq%\
and updating interna
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35

36

37

38

39

40

41

42
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-1 TABLE 52-1 I
Continued. |
A B C D
R
U .
L If the records are
E or pertain to consisting of which are then
control copy of each
active chaplain funds
O equipment records.

AUTH: N1-AFU-90-5

at submitting activity

destroy 4 years after
end of FY to which

document authorizing petty cash,
foreign  currency cash  account
approval, approved waivers, tax
\aformation, fund transfer statements
ceNjfication and approval for NCO
custoWjans, warranty and maintenance
history \of equipment, safe storage
limitation$\ letter(s), MAJCOM staff
assistance Wit report and related
items

monthly accountin folder of computer
produced statements\bank statements,
offering certificates, depgsit slips, stop
payment documents,
expenditure vouchers with 8
documents, monthly
documents,  adjustment
‘Project Officer reports and relat
items

monthly data disk

annual close out disk

checkbook, canceled and voided

checks

they pertain. AUTH:
N1-AFU-90-5
check signature cards, account access | at using activity destroy when
documents and related information, superseded,  revoked,

obsolete or when no
longer needed. AUTH:
N1-AFU-90-5

destroy 4 years after FY
in which they pertain
(See Note 4). AUTH:
N1-AFU-90-5

maintain with monthly
records until annual
closeout is completed
(see table 37-14, rule
4). AUTH: NI-AFU-
90-5

maintain  until  the

‘| following FY closeout

is complete and
erified. AUTH: NI-
U-90-5

and
plus
stubs

canceled
checks

voided
attached
with the F
which they
AUTH: N1-AFU-

(RESERVED)

(RESERVED) '\

annual statement of financial

55

at installation

destroy 4 years afte
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| TABLE 52-1 I

©

.

Continued. I

593

A B C D
R
u
L If the records are
E or pertain to consisting of which are then
condition end of FY to which
they pertain. AUTH:
N1-AFU-90-5
43 N at other than | destroy after 2 years.
installation AUTH: N1-AFU-90-5
44 noncurrent  nonpersonal  service | at using activities file with final payment
contracts voucher. AUTH: Nl-
AFU-90-5
45 (RESERVED) (RESERVED)
46
47 statements for recipients of | at issuing activities destroy after 4 years.
miscellaneous income (TD Forms AUTH: N1-AFU-90-5
N1096 & 1099 misc)
48 (RESERVED) (RESERVED)
49
50 special activity funds written guideline | at HQ USAF/HC destroy when
superseded,
revoked/withdrawn, or
no longer needed.
AUTH: N1-AFU-90-5
51 at using activities destroy when
superseded,
revoked/withdrawn, or
no longer needed.
AUTH: N1-AUF-90-5
52 thru | RESERVED) \ (RESERVED)
54 .
55 Cadet Religious Data | forms for recording the name, cadet Nat the Office of the destroy 1 year after
Listings number, class, religious affiliation, et Chaplain graduation. AUTH:
family data, religious background, NCI1-461-82-2
religious interest
56 Request for Chapel | for scheduling wedding rehearsals, | at  all Academy | destroy after 3 months
Facility Utilization wedding services, rites, and tours in | Chaplain offisgs or when no longer
Academy chapel facilities and for needed, whichever is
keeping all chapel agencies informed sooner. AUTH: NCI-
of programmed facility use | 461-82-2
57 Chorale  Audition | forms concerning members of the | at Director of Cadet‘\destroy when
Record USAFA Cadet Chorale Chapel Music on
or
of
AUTH:
NC1-461-8
58 Chorale/Choir cards for choosing new choir members destroy upon
Audition Record each year and for recording past graduation of
experiences of each individual's chags.

AUTH: NC1-461-82-2

St
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2. Report the availabili
3. (RESERVED).
. 4. Destroy documents required for support
elapsed.

5. Records after 1958 have been sent to the Military Ordinariate.

6. Inactive records (pages) maybe destroyed when the last date of activity is six yed

®
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¢ National Archives in 5-year blocks when the latest record in the block is 25 years old.
usable copies of music to MAJCOM/HC for possible redistribution upon inactivation of a unit.

claim when the action is resolved provided the retention period has

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

exceimon that rules “a” and “b” do not apply to rulesviglii, 21 _achiiit- 0.\»\,4 \Lic'fh

e exc,gﬁwn

roles “a," “’0 ! ¢ do V‘C"t’(tPP[\/ ‘te vvles |, io, and
A B C
RULE If the records are | consisting of which are then
or pertain to
a Electronic systems | electronic records that destroy on expiration of the
replace temporary hard retention period previously
copy records approved for the
- corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the hard electronic records are
copy records are retained to superseded, obsolete, or no
meet recordkeeping longer needed for
requirements administrative, legal, audit,
or other operational
purposes
I Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

copy has been created and
filed or when no longer
needed for revision,
dissemination, or reference,
whichever is later.
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84. History. These tables cover records relating to policy and procedures on the handling of historical information to aid
the Air Force in policy planning and decisions.

TABLE 84-1 I

HISTORICAL PROGRAM RECORDS (SEE NOTE 1) |

A B C D

R :

U

L If the records are

E or pertain to consisting of which are then

1 periodic  histories | records prepared or collected by | original narrative and | retire as permanent on

and occasional | historical officers and historians under | one set of supporting | inactivation if they have
monographs, the Air Force historical program records, copies of { not or will not be
tudies, and medical and HQ USAF | microfilmed. If
staff office histories | microfilmed, see notes 2
maintained by HQ Air | and 3. AUTH: GRS
Force Historical | 16/13c
Research Center
(AFHRA)

2 original medical
histories maintained by
HQ USAF/SG

3 copies or microfilm | destroy on inactivation
maintained by the|of the unit. If
originating unit microfilmed, see notes

2,4, and 6. AUTH: NI-
AFU-90-3

4 copies retained by | destroy when no longer
originating HQ USAF | needed. = AUTH: NI-
staff office down to and | AFU-90-3
including  directorate
(or comparable) level

5 copies received by
intermediate
headquarters from

wer echelons and
retajned for research
and rdference

6 source documents | subsidiary (or feeder) reports prepared | copies disposition pending.

at the request of a higher organization | retained by AUTH: Unscheduled
or a special activity for use in preparing | (including
a historical report and not submitted to
HQ AFHRA at the request of '\
parent wing)

7 copies prepared and stroy when no longer
retained by an element | nedded, or after 2 years,
of a unit, by a staff | whichsyer is sooner.
office of a headquarters | AUTH: N{-AFU-90-3
at major command or
lower level, or by a
staff office of HQ
USAF below
directorate level
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TABLE 84-1 I
Continued. (SEE NOTE 1)
- A B C D
R
U
L If the records are
E or pertain to consisting of which are then
8 at the unit or HQ | destroy when no longer
USAF staff office at | neceded. @ AUTH: NI-
' directorate or above | AFU-90-3
level for which the
reports were prepared
9 copies received and
retained for research
and reference by the
organization requesting
the report
10 historical resea?o{ special collections of policy directives, | collected and | destroy paper or
and reference staff studies, correspondence, and other | maintained by | microfilm when
mmunications of exceptional | historians at  HQ | superseded, obsolete, or
impQrtance; transcripts of interviews, | USAF/HQ on inactivation of the
journdg; diaries; minutes of important | AFHRA/MAJCOMs/m | unit,  whichever s
meetingNor conferences; maps; charts; | ajor subordinate | sooner (EXCEPTIONS:
and statistdsal or other compilations; | commands; wings and | if microfilmed, see note
prepared by\or required by the | independent squadrons | 2; if inactivated, see
historical activitk and maintained for | for research | note 5). AUTH: NI-
research and referenge documentation, or | AFU-90-3
citation in the
preparation of periodic
histories,  occasional
monographs, studies,
and reports for the
purpose of continued
historical reference
11 organizational offictal emblem elements, approvals, [\at initiating activities forward to HQ
emblems - initiator | records resulting from changes in AFHRA/RS on
emblem, copyright releases, and other inactivation of activity.
related documents AUTH: N1-AFU-90-3
12 Organizational at \ptermediate | forward to AFHRA/RS
Emblems - headquarters when no longer needed.
Intermediate AUTH: N1-AFU-90-3
Headquarters
13 Organization at HQ AFHRA/RS \ transfer to National
Emblems Archives (for permanent
ention) when no
needed by
AF for on-site
reference\(See Note 2).
AUTH: NCXAFU-80-8
NOTE(S):

1. HQ Air Force Historical Research Agency (HQ AFHRA) is the office of record for all narrative histories, monograp
studies, and reports, and their supporting records submitted by AF activities according to AFI 84-101.
2. If microfilmed, destroy paper records after | year or when no longer needed, whichever is later, provided microfilm has

37
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beg mspected and found acceptable.
3. Retlre original camera master snlver negative, and first posmve silver print therefrom, to the National Archives,

screemng and final disposition of all historical research and reference records inciirhng.microfilm, will coordinate with the

Air Force Historical Research Agency/ISA.

6. At the discretion of the MAJCOM/FOA records management officers, paper coples may be transferred 10

units.

These three rules (involving temporary electronic records) apply to all rules in the preceding table with the
exception that rules “a” and “b7 do not apply to rules 1, 2, and 13 and with the exception that rules “a,” “b,” and

“c” do not apply to rule 6.

&V\& (SN

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic systems | electronic records that destroy on expiration of the
replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the hard electronic records are
copy records are retained to superseded, obsolete, or no
meet recordkeeping longer needed for
requirements administrative, legal, audit,
or other operational
purposes
¢ Electronic copies | that are created using destroy after recordkeeping
electronic mail and word copy has been created and
processing or form filler filed or when no longer
software needed for revision,
dissemination, or reference,
whichever is later.

6O




[ TABLE 842 |

MUSEUM PROGRAM RECORDS |

A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 general authority basic delegations of authority to | at Office, Secretary of { retire as permanent
establish museums, develop policies, | the Air Force | (See NOTE). AUTH:
procedures, and methods to maintain | (SAF/PA) and United | N1-AFU-87-32
and promote its assigned mission; and | States  Air  Force
conduct all phases of the AF museum | Museum (USAFM)
program
1.01 at MAJCOM and | destroy 20 years after
subordinate commands { the museum is
inactivated and
historical property has
been reassigned and all
claims are settled.
AUTH: N1-AFU-87-32
1.02 at the museums on inactivation transfer
the records through the
parent command to the
USAFM where they
will be retained and
.- disposed of per rule
1.1. AUTH: NI-AFU-
87-32
2 liaison data correspondence, photographs, destroy when no longer
brochures, and other types of printed needed. AUTH: NI-
matter used to reflect technical and AFU-90-3
nontechnical  assistance  provided
contemporarics of museums similarly
engaged in the establishment and
promotion of aeronautical history
3 museum  operation | correspondence and related data in stroy 20 years after
data support of management, operation and mussym is closed and
administration of museums and their all claigg are settled.
predecessors AUTH: NIMFU-87-32
3.01 | monographs, studies, | record set of monographs, historical | at the USAFM and | retire as p2xmanent
photographs studies, photographs and other related | other museums (See NOTE). AWJH:
historical data N1-AFU-87-32
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TABLE 84-2 I
Continued. |
A B C D

R

U

L If the records are

E or pertain to consisting of which are then

4 historical property proffers of gift; acceptance letters; destroy 20 years after

item record cards; loan, disposal, and property leaves AF

v

o

transfer vouchers; directly related
correspondence; and other records
evidencing the establishment and
relief of property responsibility, which
are the only authorized record of
}usqum historical property inventory

inventory, and all legal
settlements have been
finalized. AUTH: NI-
AFU-90-3

transfer

5 historical property | corresp 2 photographs, activated
source data brochures, and_other types of printed record to the historical
matter which pteyide the basis to property records (rule
negotiate for histori objects of 4) files. AUTH: NI-

significance and importanve_to the AFU-90-3

exhibits program of museums

6 emaining records | destroy when no longer
WUMS needed. AUTH: NI-

AFU-90-3
7 Report of USAF | record of all historic items of all types | at USAFM\ destroy after 20 years.
Historic Property in museums AUTH: N1-AFU-87-32

7.01 at other than USAFM

estroy when 5 years
old\AUTH: NI-AFU-
87-32

NOTE: Transfer to the Nationa! Archives in 5 year blocks when the most recent records pertain to museums that lme\
closed for 5 years.




)

These three rules (involving temporary electronic records) apply to all rules in the preceding table with the
exception that rules “a” and “b”, do not apply to rules 1 and 3.01.

and ¢
A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic systems | electronic records that destroy on expiration of the
replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the hard electronic records are
copy records are retained to superseded, obsolete, or no
meet recordkeeping longer needed for
requirements administrative, legal, audit,
or other operational
purposes
¢ Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

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

%
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90. Command Policy. These tables cover records related to policy that senior Air Force leadership creates, including
organizational strategic planning, policy formulation, performance measurement, the Inspector General, and liaison with

Congress.

[TABLE %-1 }

INSPECTOR GENERAL ADMINISTRATIVE REPORTS |

A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 administrative reports and supporting records relating destroy 2 years after the
reviews,  inquiries | to matters adversely affecting the case is closed. AUTH:
d investigations discipline, efficiency, morale, or N1-AFU-90-44
welfare of organizations, units or
personnel; complaints, correspondence
in the form of complaints, and locally
produced forms reflecting a record of
interview and resulting action taken
which are the result of personal
confer®age periods or complaints
presented under AFI 90-301 or worked
within/by Inspettqrs General (note)
2 reports involving sehiQr officials, i.e., | at SAF/IGQ destroy 2 years after the
an active duty, retired, case is closed, or 2
National Guard military © years after the senior
grades brigadier general and a official retires,
current and former civilians above the whichcver is  later.
grade of general service (GS) or AUTH: NI1-AFU-90-44
general manager (GM)-15; current or
former members of the Senior
Executive Service, and current and
former Air Force civilian Presidential
‘appointees; active duty, Reserve, or
Air National Guard military officers in \
the grade of colonel )
3 at MAJCOMSs/FOAs | destroy 2 yearsafter the
and below case is closed. H:

N1-AFU-90-44

NOTE: These reports do not include OSI investigations.




3 .
3

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

A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic systems | electronic records that destroy on expiration of the
replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the hard electronic records are
copy records are retained to superseded, obsolete, or no
meet recordkeeping longer needed for
requirements administrative, legal, audit,
or other operational
purposes
¢ Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

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

65~
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TABLE 90-2 I

INSPECTION RECORDS |

)

681

A

If the records are
or pertain to

consistinﬁf

which are

then

Y [N el

4.01

inspection  reports
not otherwise
covered in this table

at MAJCOMs and
subordinate commands

destroy 1 year after
next like inspection or
after 3 years, whichever
is sooner. AUTH: NI-
AFU-90-3

record copies

destroy 10 years after
completion of subject
inspection. AUTH:
NI1-AFU-90-3

at inspected activities,
monitoring,
evaluating, or
approving authorities

destroy 1 year after
corrective action has
been taken, or when no
longer needed,
whichever is later.
AUTH: N1-AFU-90-3

unit
self-

of other

copies

information

at unit level

destroy 6 months after
own comparable
inspection report
received or when no
longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3

information copies of er unit
inspections for monitoring the_status
of individual units corrective achons,
formulating exercise scenarios, and
conducting ORI type exercises

at base self-inspection
office

N

destroy upon receipt of
next inspection report
for that unit, or when
no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3

special interest items inspection files

destroy after 1 year, or
when no longer needed,
whichever is later.
AUTH: N1-AFU-90-3

copies of reports with active-review
findings

destroy 2 years after
approval of inspection
report. AUTH: NI-
L AFU-90-3

informational background material
collected during an inspection

stroy when no longer
needgd. AUTH: NI-
AFU-3Q-3

surveillance records

records  reflecting  results  of
evaluations, inspections and staff visits
by The Inspector General USAF, in
connection with overall surveillance of
AF  programs, missions, and
operationa! readiness

originals at SAF/IG
(note: paper copies are
normally microfilmed
within 3 years)

years after
f subject
AUTH:

destroy

completion
inspection.
N1-AFU-90-3

bl
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TABLE 90-2 I -

i .
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Continued. I
A B C D
R
U
L If the records are
E or pertain to consisting of which are then
9 inspection team | inspection itineraries, team personnel | at inspection offices destroy | year after
programming rosters and change sheets, records on completion of
v personnel augmentation, suggested inspection to which
items for inspection, special subjects records pertain or when
for inspection and information no longer needed,
pertinent to special inspection efforts whichever is later,
AUTH: N1-AFU-90-3
10 inspection checRiists | inspection  checklists,  inspection destroy when
guides, individual methods of superseded, obsolete, or
roach or similar records and papers no longer needed.
related thereto, not published as, or AUTH: N1-AFU-90-3
supplerthent to, a standard publication
per AFI 3™J60VI (see Table 37-7);
and, which ar®\not used to record a
completed inspecti
10.01 | self-inspection \ see table 37-15, rule 33.
checklists AUTH: N1-AFU-90-3
11 inspection clearance | certificates  of  unit erty, | at inspected units, | destroy after 1 year.
certificates certification  of  clearance m | prepared prior to | AUTH: N1-AFU-90-3
accountability of station property)N movement departure,
departure  certificates,” authorized insure that all
personnel, vehicles, and cargo iyes have been
certificates, comparable certificates, | complie with  in
and papers related thereto connection with
sanitation, ing,
property, and all ot
responsibilities
12 operational readiness | plans preparcd for guidance of the | at MAJCOMs and
plans conduct of opcrational readiness | below
inspections
13 summary of see table 90-3N\ AUTH:
inspector general NI1-AFU-90-3
activities

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

A B C D
RULE If the records are | consisting of _which are then
or pertain to
a Electronic electronic records that destroy on expiration of the
systems replace temporary hard - retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the electronic records are
hard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operattonal
purposes
c Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

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

X
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[TABLE 903 |

FRAUD, WASTE AND ABUSE (FWA) RECORDS |

683

A B C D

R

U

L If the records are

E or pertain to consisting of which are then

1 case files USAF FWA Disclosure (AF Form | at HQ USAF, | destroy 2 years after
635) or other format for HOTLINE | MAJCOMs, and below | case is closed (note 1).

v AND Non-HOTLINE disclosures, | (except AFOSI) AUTH: N1-AFU-88-32
including HOTLINE Progress Report,
HOTLINE Completion Report, reports
of investigation or inquiry, allegations -
of reprisal, summary completion
report, and related records report, and
related records
2 at HQ AFOSI and | see 7l1-series tables.
AFOSI field | AUTH: N1-AFU-90-3
N extensions
2.01 s 1 and 2 FWA disclosures which | at highest command | retire as permanent
ubstantiated and: have wide | level where the inquiry | (note 2). AUTH: NI-
verage or are investigated by | was completed or | AFU-88-32
equest of Congressional | where the case file is
olve general officers or | maintained
e nel; involve dollar
losses or recoverids of $100,000 or
more; reveal systemic'\groblems in AF
administration /or resul_in major
changes in policy and Ppgocedures
and/or result in major changed\jn AF
policy and procedures
3 case files summary | computer printout summaries of ope destroy when no longer
data and closed FWA cases, and related needed. AUTH: NI-
‘records \ AFU-88-32

4 selected case files data in the computer N\

5 FWA reports HQ USAF input to the DOD destroy after 2 years.
Semiannual Report to the Congress, AUTH: N1-AFU-88-32
and related records

6 | (RESERVED) N\ (RESERVED)

7 remedies plans plans used to determine what judicial, | at HQ USAF retire as permanent
contractual and administrative (note 2). AUTH: Ni-
remedies are necessary U-88-32

7.01 at MAJCOMs and'| des after 2 years, or
below when i longer needed,

whicheve is later

: AUTH: N1-AFU-88-32

8 log registers logs recording names, dates and other destroy after 2 Years, or
applicable data of disclosures when no longer nedded,

whichever * is lat
AUTH: N1-AFU-90-3

1. Cutoff daily an

2. Transfer to the National Archives in 5-year blocks Whe

6
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These three rules (involving temporary electronic records) apply to all nules in the preceding table with the
exception that rules “a” and “b”, do not apply to rules 2.01 and 7.

and “c
A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic systems | electronic records that destroy on expiration of the
replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the hard electronic records are
copy records are retained to superseded, obsolete, or no
meet recordkeeping longer needed for
requirements administrative, legal, audit,
or other operational
purposes
¢ Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

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

70
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[ TABLE 904 |

CONGRESSIONAL RECORDS |

‘ ‘e
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A B C D
R
U
L If the records are
E or pertain to consisting of which are then
1 congressional nonroutine inquiries and replies [ at OSAF and HQ | retire as permanent (see
inquiries” relating to or involving AF policy, | USAF note 1). AUTH: NCI-
procedures, plans, classified AFU-80-8
information, and other matters of
importance-such as changes in status
or location of AF organizations,
activities or installations, production
facilities, major procurement or allied
matters
2 \ below HQ USAF destroy after 5 years.
AUTH: N1-AFU-50-3
3 routine and noncontroversial | at HQ USAF destroy after 2 years.
communicatjons from and to members AUTH: N1-AFU-90-3
of Congress Melating to unclassified
information-such requests from
military personnel discharge or
rcassignment, for igtance  in
placement in federal service\o place
contractors on AF bidders' lidg as
source of procurement, and inquirl
from constituents about surplus
property \
4 at F and all | destroy after 1 vyear.
activities “elow HQ | AUTH: N1-AFU-90-3
USAF
5 congressional travel | letters, requests for travel orders, destroy after 6 months
messages, trip reports, and related data or when no- longer
and attachments pertaining to eded, whichever is
congressional travel sponsored by the 500! (see note 2).
Department of the Air Force AUTHNN1-AFU-90-3
NOTE(S):

1. Transfer to National Archives in 5-year blocks when latest record is 25 years old.
2. When congressional travel records are used as background for case files, their disposition will be the same as the files

they support.
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These three rules (involving temporary electronic records) apply to all rules in the preceding table with the
exception that rules “a” and “b” do not apply to rule 1.

and “c'
A B C D
RULE If the records are | consisting of which are then
or pertain to
a Electronic systems | electronic records that destroy on expiration of the
replace temporary hard retention period previously
copy records approved for the
corresponding hard copy
records
b electronic records that destroy when the agency
supplement temporary hard determines that the
copy records where the hard electronic records are
copy records are retained to superseded, obsolete, or no
meet recordkeeping longer needed for
requirements administrative, legal, audit,
or other operational
purposes
¢ Electronic copies | that are created using destroy after recordkeeping

electronic mail and word
processing or form filler
software

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

/3




