REQUEST FOR RECORDS DISPOSITION AUTHORITY

JOB NUMBER =~
N1-AFU-02-12X

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date receiyed , ~
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 $/70] 0k
1. FROM (Agency or establishment) ’ )
Department of the Air Force NOTIFICATION TO AGENCY

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approved” or “withdrawn” in column 10.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 CONFER | 5.  TELEPHONE NUMBER
Olthea S. Croom - (703) 588-6194

DATE

Al IVIST OF THE U D STATES
4 -2502> W(j %j/

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
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

records proposed for disposal on the attached

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

(] is not required (] is attached; or [] has been requested.
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE
9\ Air Force Records Officer
N2y 7
v / , 9. GRS OR :
7. ITEMNO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB 10. ACTION TAKEN
CITATION (NARA USE ONLY)

The SF115 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 36-26 through 36-51

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 grossed out
because this SF115 covers, for each table, only the
three rules involving temporary electronic records.

ceboenes, PR, H0 W

115-109 PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV. 3-91)
Prescribed by NARA 36 CFR 1228



A B C D
If the records ° which ' *

RULE | are or pertaj consisting of are then

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

hard copy records

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

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

The above three rules apply to all series covered by Tables 36-26 through 36-51, with the
following exceptions:

Rules a and b do not apply to:

Table 36-26, Rule 1 — Records are permanent.

Table 36-26, Rule 8 — Records (official personnel files of civilian personnel) might warrant
retention if maintained electronically.

Table 36-26, Rule 21 — Rule cross references a table that includes permanent items.

Table 36-26, Rule 27 — Records are permanent.

Table 36-27, Rule 19.02 - Records might warrant retention if maintained electronically.

Table 36-27, Rule 32 — Records are filed in the official personnel folder.

Table 36-33, Rule 5-7 —Records are permanent.

Table 36-33, Rules 8 and 9 - Records might warrant retention if maintained electronically.
Table 36-33, Rule 13 — Records are permanent.

Table 36-36, Rule 1 - Records might warrant retention if maintained electronically.

Table 36-37, Rule 21 — Records are permanent.

Table 36-40, Rule 2 — Records are permanent.

Table 36-46, Rule 1 — Records are to be filed in Master Cadet Personnel Record, which might be
permanent if maintained electronically.

Table 36-46, Rule 1.01 — Rule cross references a table that includes permanent items.

Table 36-46, Rule 2 - Records might warrant retention if maintained electronically.

Table 36-50, Rule 1 — Records are to be filed in a series that is permanent.

Table 36-51, Rules 11 and 11.01 - Records might warrant retention if maintained electronically.

Rules a, b, and ¢ do not apply to:

Table 36-51, Rule 1 — Records are unscheduled.



« N . . . (]

Rule ¢ does not apply to:

Table 36-26, Rule 1 — Records are permanent.

Table 36-26, Rule 21 — Rule cross references a table that includes permanent items.

Table 36-26, Rule 27 — Records are permanent.

Table 36-27, Rule 32 — Records are filed in the official personnel folder, which is permanent.
Table 36-33, Rule 5-7 —Records are permanent.

Table 36-33, Rule 13 — Records are permanent.

Table 36-37, Rule 21 — Records are permanent.

Table 36-40, Rule 2 — Records are permanent.

Table 36-46, Rule 1.01 —Rule cross references a table that includes permanent items.

Table 36-50, Rule 1 — Records are to be filed in a series that is permanent.

The exclusion of permanent series from the coverage of Rule ¢ does not reflect archival
considerations. These records clearly lack value after creation of a recordkeeping copy.
However, the description of this schedule published in the Federal Register could be interpreted
as limiting its coverage only to series where the recordkeeping copies were peviously approved

for disposal. Consequently, these electronic copies have been excluded from this job but will be

included in a subsequent schedule.
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TABLE36-26 | .
POLICY,GENERALAUTHORITYANDGENERALMANAGEMENT | .
A B ' C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 basicprogram HQUSAFandMAJCOMrecords wageschedules, permanent;retainat
records reflectingbash resolutionoffield- accumulatingoffice
authority(com referredmatters, duringitsexistence
anddevelopmento studies,reportsand (SeeNotesland2).
proceduresandmeth otherrecordsforming AUTH:NC1-AFU-80-8
conductingallphasesofthe AF thebasisfor
civilianpersonneladministragi development,
program’ managementand
continued
improvementofthe
program
2 (RESERVED) | (RESERVED)
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TABLE36-26 |

401

Continued. l
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
3 recordswhichprovidethebasisfor authoritiesto retainattheCPF
personnelprogramadministration administerUScitizen duringitsexistence;on
authorityandwhichsupportthelegal and/ornon-UScitizen inactivationtransferthe
andadministrativevalidityof employees,suchas, filetogaining
personnelandpayactions butnotlimitedto,base organizationoractivity
) . commander'swritten assignedresponsibility
-, designationsof forclosingoutcivilian
: civilianpersonnel personnelrecords.
officer(CPO)and Destroywhennolonger
incumbentsofother needed.(SeeNote5).
positionstosign AUTH:N1-AFU-90-9
personnelaction
records;Officeof
N Personnel
Management(OPM),
- HQUSAF,or
MAJCOMexceptions
orauthoritieswhich
providebasisfor
specificactionsor
operations,butwhich
arenotappropriatefor
inclusioninacasefile;
recordsorother
actionsordecisions
whichareprecedent-
settingforfuture
. operations
4 individuallyapprovedpositio field-originated destroywhen
classificationguidesandadviso advisoryallocations; supersededby
allocationsusedasprecedentsfor tentativedraftsof publishedstandardsor
GeneralScheduleandWageSched e classification, otherprecedent
positions qualificationor decisions;orwhen
occupationalstandards | obsolete,nolonger
furnishedbyOPMfor neededoron
commentor inactivationofoffice.
{nformationbefore AUTH:NI1-AFU-90-3
blication,and
reltedcorrespondence |
notryaintainedwith
publiationtowhichit
pertai
5 wageadministration | wageschedules,overseasdifferential retainattheCPF
rateapprovals,andotherpay constitutethebasisfor duringitsexistence;on
adjustmentauthorizationresulting personnelagtions inactivationtransferthe
fromlegislationorotheracross-the- whichmayrégquire filetogaining
boardadministrativeaction reconstructiohata organizationoractivity
' T laterdate assignedresponsibility
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TABLE36-26 |

Continued. I

402

A

meecx

Ifth&ecordsare
orper finto

consistingof

whichare

then

N

forclosingoutcivilian
personnelrecords.
Destroywhennolonger
needed. (SeeNoteS).
AUTH:N1-AFU-90-9

allwage
administrationrecords
notcoveredinrule5

destroyafter
completionofsecond
succeedingwage
survey. AUTH:N1-
AFU-90-3

CPFmanpower
managementreports

repoxtsandcorollaryrecords

periodicstaffing
analyses,special

analysesforHQUSAF ’

andMAJCOM
surveys,andfor
specialprojects

destroy2yearsafter
effectivedateofreport.
AUTH:N1-AFU-90-3

OfficialPersonnel
Folder(OPF)

historyandcivilser

anOPFforeachsi\ilianemployee,
recordingemploye'sfederalwork

atCPFs

transferfolderto *
NationalPersonnel
RecordsCenter,St
Louis,MO,30days
afterseparation.NPRC
willdestroy65years
afterseparationfrom
Federalservice.”
AUTH:NI1-AFU-90-3

8.01

employeemedical
folder(EMF)

seeT41-12,R3.
AUTH: .
GRS1,ITEM21A1

Intergovernmental
Personnel Act(IPA)
assignments

duringtheassignment

copiesofassignmentagreementsand
otherrelatedrecordsaccumulated

\

notappropriatefor
filinginOPFifthe
assigneeisanAF
employeeorappointed
anAFposition

"1 destroy2yearsafter

assignmentends,orat
endofperiodof
obligatedservice
requiredofanAF
employeereturningto
his/herposition,
whicheverislater.
AUTH:N1-AFU-90-3

10thru
13

(RESERVED)

(RESERVED)

14

non-UScitizensin
foreignareas

byrule16

recordsonalldirect-hirenon-US
citizensinforeignareasandallsuch
indirecthiresexcludingthosecovered

basicallythdsameas
thosemaintalgedfor

disposeofasspecified
forrecordsofother
employees(orina
mannerthatwillsatisfy
peculiarrequirements
inadministeringnon-
UScitizensinthehost
country).AUTH:NI1-
AFU-90-3
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TABLE36-26 |
Continued. 1

A B C D

R

U

L Iftherecordsare

E orpertainto consistingof whichare then

15 (RESERVED) (RESERVED)

1 indirect-hirenon-US | recordsofindirect-hirenon-US OPFsadministeredby | destroy3yearsafter
citizensinFederal citizensintheFederalRepublicof theCPFintheFederal separationofemployee.
RepublicofGermany | Germany RepublicofGermany AUTH:N1-AFU-90-3

17\ (RESERVED) (RESERVED)

18 E negativedeterminationsofacceptable destroyl yearafterdate
levelofcompetenceforwithin-grade offinaldecision.(See
increasesandbasisthereof;employee's Note4.)AUTH:NI-
writtenrequestforreconsideration; AFU-90-3
reportsofinvestigation,written
summariesortranscriptsofany
personalpresentationsmade; final
decisiononrequestsfor
reconsideration

19 | (RESERVED) -\ (RESERVED)

20 manning " *. | unitmanningrecords,manpower allocationsof destroy6monthsafter
authorizations \ authorizationlistings/vouchers,or manpowerspaces supersession.AUTH:

| tetters issuedbythe N1-AFU-90-3
| manpoweroffice

21 fileofofficial YupersededcopiesofFederalPersonnel seetable37-14. -
publications banualandAFregulatorymaterial AUTH:N1-AFU-90-3

22 FederalEmployees' weeklylistingofinjuriesusedasa atCPFs destroy3yearsafter
CompensationAct checkfileforallcasessenttoOfficeof terminationof
log Workags'CompensationPrograms compensationorwhen

deadlineforfilinga
claimhaspassed.
AUTH:GRS1,ITEM31

23 FederalEmployees' lettersandcokiesofformsand
CompensationAct statementsfordachcaseusedasa-
casefiles checkfileforallcgsessenttothe

Officeof Workers\Compensation
Programs,excludingcopiesfiledin
theEmployeeMedica|Folderand
copiessubmittedtotheNepartmentof
Labor

24 evaluation/inspection | evaluationofcivilianpersdnnel evaluationsconducted | destroyafter2
managementandadministrition byHQUSAF consecutivereports
reportsandsignificantrelatedyecords havebeenfiled.

AUTH:N1-AFU-90-3
25 atmajorsubordinate destroyl yearafter
commands nextlikeinspectionor
after3years,whichever
issooner. AUTH:N1-
AFU-90-3

26 personnel civilianpersonnelstatusand \ atCPFs destroyafter3years.
managementand improvementplanreports AUTH:N1-AFU-90-3
administration \

27 personnelstrength \sedtoderivecivilian retireaspermanent

end-of-month(EOM)fiscalyearreport




'

1.Whenrecordsbecomebackgroundmaterialtoapublication,theyarehandledaccordingtotable37-7.

2.TransfertotheNational Archivesin5-yearblockswhenthemostrecentrecordsintheblockare2Syearsold.
3.TransfertotheNational Archivesin10-yearblockswhenthemostrecentrecordsintheblockare20yearsold.

4.Whenaclassactioncomplaintisfiled,refertotable36-29,rule2.
5.YouarenotauthorizedtoretiretheserecordstoanyFederalRecordsCenter.
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TABLE36-26 _ |
Continued. 1
A B C D
R
U
L Iftherecordsage :
E orpertainto consistingof whichare then
accounting \ offederalcivilianemploymentand strengthandfull-time (SeeNote3).AUTH:
\corollaryrecords equivalentsofthe AF NCI|-AFU-81-48
28 end-of-monthfiscalquarterreportof destroyafterSyears
N unlessruleforfiscal
o - yearapplies. AUTH:
- NI1-AFU-90-3
29 . destroyafter2years
-= unlessruleforfiscal
yearorfiscalquarter
applies. AUTH:NI-
AFU-90-3
30 extractsofMonthlyReportdfFederal at destroywhenobsolete,
CivilianEmploymentforms, MAJCOMs/FOASs/DR | supersededornolonger
records,andcorollaryrecords Usand/orCPFsto needed. AUTH:NI1-
_ : derivecivilian AFU-90-3
- personnelstrength
. statisticsfor
commandersandkey
' anagementofficials
\
NOTE(S):




These three rules imvolvmg temporar}' electronic records) apply to all rules in the precedmg table

xcef",' t bt

het "fpj‘}"o

a-d 27.

Kul (’S Qb do not Yy Rules 1,8 2/anc’z7nn Ruf(cj;o
C ;
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
- temporary hard copy tronic records are super-
o records where the seded, obsolete, or no long-
E hard copy records er needed for administrative,
- are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
C Electronic copies thatare destroy after recordkeeping
: created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later

eules / b¥

/



TABLE36-27 |

STAFFING |

A N\ B D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 applicantsupplyfile employmentapplicaionsfrompersons disposeofaccordingto
seekingappointmentoutsideofOPM FPMguidanceand
registersorasaresultofloc OPMagreements(See
delegatedhiringorexamini Note2).AUTH:N1-
authorities, rostersindexedtot AFU-90-3
applications,authorizedraciala
ethnicidentificationsandrelateddata
1.01 CivilServiceReform | recordsonthetypeofaction, destroyafterauditby
Act(CSRA) processingtime,nameofpersonwho - OPMandAF
delegatedauthorities | authorizedfinalaction,dateof evaluators. AUTH:
decisionandbriefstatementsetting N1-AFU-90-3

forththerationaleforthedecision




t Al
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TABLE36-27 _|

Continued. ]

A B C D

R

U

L herecordsare

E orpertainto consistingof _ whichare then

2| (RESERVED) (RESERVED)

2.01 | jobeleNgent destroy2yearsafter
qualiﬁ%\ns supersession. AUTH:
questionndres N1-AFU-90-3

3 OPMcertifichfes -~ | eachRequestforCertificatesubmitted destroywhen2years

- | toOPM,eachCertificateofEligibles old(SeeNote2).
. . issuedbyOPM,andrelatedpapers AUTH:N1-AFU-90-3
regardingobjectionstoeligibles,
reasonsforpassingoverveterans,and
copiesofSFs171

4 appointee orrespondence, telegrams,andrelated | acceptedappointments | destroywhen
availabiliyyinquiry ersconcerningavailabilityof individualenterson
records appQintees duty AUTH:N1-AFU-

- 90-3

5 B declined returntoOPMwith
appointments,when repliesand
namesarereceived applications. AUTH:
fromcertificateof N1-AFU-90-3

' eligibles -

6 declined filewithapplication
appointments,when (SeeNote2).AUTH:
offersweremadefrom N1-AFU-90-3
applicantsupplyfileof
theinstallation

7 examinations OPMexaminationrecords\ seeFPM.AUTH:N1-

AFU-90-3
8 AFtestbookletsinwhichanswe destroyafter3months.
havebeenrecorded,andcomplete! AUTH:NIeAFU-90-3
testanswersheetshavebeenpostedt
individual'srecords
9 testrecordsforindividualemployee forwardwithOPF
showingallcurrentauthorized AFtest whenemployeeis
scoresattainedbytheemployeeand reassignedwithinthe
maintainedinhisorherOPF(see AF;destroyl yearafter
table36-26)orinaseparatefile employeetransfersor
separatesfromAF(See
Note2).AUTH:N1-
AFU-90-3
9.01 semiannualorotherinventoriesoftest destroyafter
material * ‘ ‘ completionofnext
inventory. AUTH:N1-
AFU-90-3
9.02 examination mastercopyofthetestsandannual withAFTestCyntrol destroywhen 10years
testinventory Officer old. AUTH:NI1-AFU-
90-3

10 promotions recordsofindividualpromotion & destroySyearsafter

actions,includingworkrecords,job _personnelactionor

-

7
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406

TABLE36-27 |

Continued. |

A B C D
R .
U \&
L INherecordsare
E orpertainto consistingof whichare then
analysis,PromotionEvaluation auditbyOPM,
Patterns(PEPs),andfilesshowing whicheverissooner
howcandidateswereratedandranked (SeeNote2). AUTH:
whicharesufficienttoallow N1-AFU-90-51
reconstructionforpurposeof
determiningcompliancewithlocal,
AFandFederalMeritPromotionPlans
10.01 N PEPsforuseincentrallymanaged AF atAFCPMC,career deletefromdatasystem
careerprograms programbranch whensupersededor
revisedbynewPEP;
destroyhardcopyafter
Syears(SeeNote2).
\ AUTH:NI-AFU-90-51
10.02 cordsofspecificjobanalysisrecords destroywhen
uskdinvalidationofPEPsandother supersededorSyears
) recopds(i.e.,SFs52,certificates,etc.) afterstaffingactionis
usedMorcareerprogramreferrals completed,whichever
islater(SeeNote2).
A AUTH:NI1-AFU-90-51
11 recruitment recordspirtainingtorecruitmentand atAFCPMC destroySyearsafter
selection fdrfederalemploymentwith personnelactionor
theAirForcd(i.e.,interview : auditbyOPM,
evaluation,paperworkshowinghow whicheverissooner
applicantwasra{edandranked, (SeeNote2).AUTH:
authorizedracialyndethnic N1-AFU-90-51
identifications,resyme,andrelated
records)

11.01 | handicapped certificationfromthe Weterans atCCPOs destroyafterSyears
individual Administrationora StatgVocatjonal fromdateof
appointmentcase Rehabilitation Agency; medical approval/disapproval.
files examinationpertainingtothe AUTH:NI-AFU-90-3

applicant'saccommodationiyequired
foremployment;copyofthe
employee'sSF50-B,SF171,
descriptionofduties,andotherrelyted
records
12 reduction-in-force retentionregisters,noticetoemployexs destroyafter2yearsif
andworkcardswhicharelists noappealisfiled;if
preparedbeforereduction-in-forcefor appealisfiled,seetable
eachcompetitivelevelaffected,and 36-29(SeeNote2).
relatedrecords _ AUTH:N1-AFU-90-3
13 federalequal jobinterestsheets/cardsofwomenand tCPFs disposeofin
opportunity protectedminoritygroupsfor accordancewithOPM
recruitment occupationsthatarelistedas guidance(SeeNote2).
underrepresentedininstallation AUTH:NI1-AFU-90-3
FederalEqualOpportunity
RecruitmentPlans
14 FederalEqual determinationsforeliminating seerulel9.1AUTH:

/o
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TABLE36-27 |

Continued. |

407

A B C D

R

U

L Iftherecordsare

E orpertainto consistingof whichare then
Opportunity underrepresentationandprioritiesfor N1i-AFU-90-3
ReckuitmentPlan accomplishment

15 ree listofnamessupportedbysupervisor's atCPFs destroyafterexpiration
prioritylist recordofemployee(AFForm971)or orlossofemployee's

supervisor'semployeebrief reemploymentrightsor
afterfinaldecisionona
pendingappeal,
whicheverislater.
AUTH:NI-AFU-90-3

16 | (RESERVED)s\ (RESERVED)

17 overseasrecruitmnt | mastercopiesofoverseascivilian atoverseasCPFs destroyl yearafter
requests personnelrequestswithposition servicingtheposition positionisfilled.

descriptionattached AUTH:N1-AFU-90-3

18 individual \| recordspertainingtorecruitmentand destroyl yearafter
recruitmentcasefiles electionforoverseasemployment expirationof

employee's

transportation

agreement. AUTH:
: N1-AFU-90-3

18.01 | employeesselected copies\fprocessingrecords(SF50B), atCPFs destroyafterreturnof
forassignment transpomationagreements,position employeeorlyear
overseasgranted descriptidps,employmentagreements, afterreturnrightsare
returnrightstoUS etc. ‘ terminated AUTH:

NI1-AFU-90-3

19 affirmativeactions committeemsi\ptes,programactivities, | atMAJCOMsand destroyafter3yearsor
forminoritiesand recordsofcomm\nitycontacts,sexual below whensupersededor
womenanddisabled harassmentrecor\s,reportsand obsolete,whicheveris

supportingpapersc¢gardingstatusof applicable. AUTH:
emplovment . NI1-AFU-90-3

19.01 AffirmativeEmploymentPlan destroySyearsfrom

includingDevelopmen\Opportunity dateofplan. AUTH:
Plan,FederalEqualOppdtunityPlan, NI1-AFU-90-3
etc.

19.02 | uniformguidelines EEOQanalysisworksheets,a\d atAffirmative destroywhenSyears
onemployee statisticsdealingwithapplicaptand Employmentoffices old(SeeNote2).
selectionprocedures | candidateflowbyrace,sexand\thnic AUTH:N1-AFU-90-3

group )

19.03 annualadverseimpactdeterminawms

andanalysisofalternatemethods \

19.04 resultsofvaliditystudiestoinclude

recordsofjobanalysis,P EPvalidatio
referralrosters,Promotionand
PlacementReferral SystemStatistics

20 retiredmembersof recordsofappointmentsandproposed destroySyearsafter
theuniformed appointmentswhichweredisapproved closeofyearinwhich
services employeewas

\ appointedor
appointmentwas

f
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TABLE36-27 |
Continued. |
A B C D
R
U
L Iftyerecordsare
E orpdrtainto consistingof whichare then
disapproved. AUTH:
N1-AFU-90-3
21 individualcasefilesofemployees atAFCPMC destroy2 yearsafter
registeredincareerprograms registrantisremoved
fromtheprogram(See
Note2). AUTH:N1-
. AFU-90-3
21.01 CivilianCareerEnhancement atCPFs deletefromdatasystem
Program(RegistrationandPersonal whensupersededby
AvailabilityForm),CentralSkills newgeographic
BankRegistrationandGeographic availabilityformsor
vailabilityForm uponemployee's
withdrawalfromthe
system. AUTH:N1-
i AFU-90-3
21.02 hardB?yrecords destroyafter2years.
AUTH:NI-AFU-90-3
22 "stoppes\ists"receivedandrecordsof destroy2yearsafter
anypositidpsinthepaycategoryseries registrantisremoved
andgradesoythe"stopperlist"during fromtheprogram.
thetimelistsa\einforce AUTH:N1-AFU-90-3
22.01 individualsascilesofemployees
registeredinthelyODPriority
PlacementPrografhandthe
AutomatedOverseasEmployment
ReferralProgram
22.02 recordsrelatedtoDODyannounced atMAJCOMs destroy2yearsafter
baseclosure,transferoff\unctionor ' finalactiontakenon
i baseclosureortransfer.
AUTH:N1-AFU-90-3
servicingremainingpersonnglafter
baseclosure,andrelatedreportynot
coveredelsewhereinthisregulajon
23 Part-Time specialandrecurringstatistical atHQUSAF, destroywhen2years
Employment narrativereportsandsupporting MAJCOMsandCPFs old AUTH:N1-AFU-
Program papersregardingstatusofpart-time 90-3
careeremploymentdevelopedatthe
CPF
24thru | (RESERVED) \ (RESERVED)
24.02 o
25 employeeseparation | formsusedtoensurethataseparating atCPFs destroyafter3months
frominstallation employeeclearswithvarious ifmaintainedasa
installationactivitiespriortodeparture separatefile;or
maintainanddisposeof

undertable37-11as
transitorymaterial(See
Note3). AUTH:N1-
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TABLE36-27 |
Continued. I
A B C D
R
U
L Ifthetecordsare
E orper finto consistingof whichare then
AFU-90-3
26 generalst\{Ting recordspertainingtoactionssuchas atbaselevel destroywhenrecordis
records approvedrequeststohireretired 2yearsold. AUTH:
§ military,employmentofveterans, NI1-AFU-90-3
- employmentofciviliansoverseas,and
- - requestsforemploymentinformation
27 CareerProgram. \ forms,interviewquestions, validation atAFCPMC destroy4yearsafter
Whole/TotaiPerso records,efc. ratingismade(See
ScoreRecords Note2).AUTH:NI-
\ AFU-90-3
28 Defenselntelligence dividualemployeeregistrationin atCPFs,copy destroywhenrecordis
SpecialCareer Da{enseCivilianIntelligenceCareer forwardedtothe 2yearsold(SeeNote
AutomatedSystem, |opmentProgram,annual Defenselntelligence 2).AUTH:NI1-AFU-
recordsandreports updatgs,andresumeswhichare SpecialCareer 90-3
) complétedbyemployeesintheDOD- AutomatedSystem
i ianIntelligenceCareer (DISCAS)
ntProgram
29 employeecageerappraisalforms atCPFs,withcopy destroyafter3years
initiatedbysupervisor forwardedtothe (SeeNote2).AUTH:
DISCAS N1-AFU-90-3
30 requisitionands\'erralrequestsfor atCPFs,copy destroy2yearsafter
fillingpositionscdyeredbytheDOD- forwardedtothe selectionismadefrom
wideCivilianIntell\gen&eCareer DISCAS forarosterof roster(SeeNote2).
DevelopmentPrograyninitiatedby eligibles AUTH:N1-AFU-90-3
supervisor
31 SESMeritStaffing applications(SF171)angrelated atCPF destroywhen2years
recordstoincludequalificati old(SeeNote2).
standard,vacanciesannoufjcement, AUTH:N1-AFU-90-3
documentationofrecruitmeéytefforts,
listofallapplicants,selection
proceduresapplied,complainXappeal
totheERBandthefindings,writ¥n
recommendationonthosereferre\{for
selection,ratingscheduleandshee
andERBcasefile
32 applicantSelective certificationofSelectiveService acceptedappointments | fileonrighthandside
Serviceregistration registration ofOPF.AUTH:NI-
AFU-90-3
33 declinedappointments | returntoOPMwith
application.AUTH:
\ N1-AFU-90-3
34 eclinedappointment, | filewithapplication
didnotregister, anddisposeof
enoffersweremade | accordingtoFPM.
frdmapplicantsupply AUTH:N1-AFU-90-3
fileoftheinstallation,
orothersource

|3
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NOTE(S):

1.RetainSupervisorEvaluationofEmployeeCurrentPerformanceand/orSupervisor EvaluationofEmployeePotentialfor
FirstLevelSupervisorPositionsuntilreplacedbythesecondCivilianPotential Appraisal.
2.Whenaclassactioncomplaintisfiled,refertotable36-29,rule2.

3.Destroyaccordingtotable36-29,rule9,ifseparationclearanceformdocumentsdefenserelatedemploymentcounseling

requirementsofDODDS5500-7.

4.Approvedrequestsandsupportingdocuments,ifany,aremadeapartoftheapplicationthatwasthebasisforthe
appointment.They, therefore,becomeapartofthepermanentpersonnelrecordoftheindividualconcerned.

These three rules (involving t

Rales Gd b6 dom
A

o

orary electronic records) apply to all rules in the preceding tabley

apely Fo Rufes 19,02 Anyd 32 ond fule ¢ Aves ht‘%éﬁﬂ;/

except Hhe?

B C D -
If the records which -7L“ R /p 32.
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
T records where the seded, obsolete, or no long-
) hard copy records er needed for administrative,
. - are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
C Electronic copies thatare Qesroy alter recorakeeping
: created using copy has been created and .
electronic mail and filed or when no longer needed ..
word processing or for revision, dissemination, or - :
- form filler software reference, whichever is later

ks



TABLE36-28 N

EMPLOYEECARRERDEVELOPMENT |

A\ B C D
R .
U . SR
L Iftherecordsare
E orpertainto | consistingof whichare then
1 annualtraining, recordshowingcivilianquota(CQ) atCPFs destroyafterSyears.
developmentand ledatafromPersonnelDefense AUTH:NI-AFU-90-3
financialplans VvilianPersonnelDataSystem-
CiWlian(DCPDS)
2 civilianpersonnel atHQUSAF destroyafter4years.
retraining . AUTH:N1-AFU-90-3
3 atotherthanHQ destroyafter2years.
USAF AUTH:N1-AFU-90-3
4 trainingthrough destroy2yearsafter
installationfacilities courseiscompleted.
AUTH:N1-AFU-90-3
5 destroy3yearsafter
individualcompletes
courseordiscontinues
examinationrecords(perfokmanceand training(SeeNote2).
technicalinformationtests), ' AUTH:NI-AFU-90-3
certificatesofeligibilityandrekted
materials
6 trainingthrough recordspertainingtocoursesattended destroy2yearsafter
otherthan byemployeesatotherinstallations, courseiscompleted
installationfacilities | otherfederalagencies,or (SeeNote2). AUTH:
nongovernmenttrainingfacilities N1-AFU-90-3
otherthanthosecoveredbyrules6.1
and6.2
6.01 financialrecordsinsupportoflong- \ destroyl yearafterend
term, full-timetrainingwhicharethe . ofobligatedserviceor
validationnecessarytoaccomplishthe settlementofclaim,
serviceandreimbursetnent whicheverislater.
commitment AUTH:NI-AFU-90-3
6.02 financialrecordsinsupportofshort-

termtraining

15
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TABLE36-28 |
Continued. |
A B C D
R
U
L IftRerecordsare
E or;;xnainto consistingof whichare then
7 annualxgportof recordsoftrainingcompletions,duty destroywhen3years
civiliantrginingand | hours,associatedcosts(except old. AUTH:NI1-AFU-
supplemenklrecords | accountingandfinancerecords 90-3
relatingtoexpgnses coveredinthe65tables)whichare
- N paymentsfortravel,perdiem,tuition,
contributions,awardsandrelatedfees
8 centrallymanagex CareerEnhancementPlans(CEPs), atappropriatecareer destroywhenupdated
trainingand coursefolders,andtrainingrecordsfor programbranch, or2yearsafter
developmentunder careerprogramparticipant AFCPMC completionofcourse.
AFcareer AUTH:NI1-AFU-90-3
management r
programs
8.01 long-term,full-time | nomlgationsmaterials,recordsof atappropriatecareer destroy2yearsafter
trainingandcareer selectiynproceedingsandother programbranch, completionoftraining
broadeningassign- recordsigedintheanalysisprocess AFCPMCor (SeeNote2).AUTH:
mentsmadeunder MAJCOM NI1-AFU-90-3
theauspicesof
centrallymanaged
careerprograms )
8.02 CareerEnhancement | DefenseCivilianRersonnelData atCPFs whenusedasatraining
Plan(CEP) System(DCPDS)Pgrm surveydocumentinlieu
oftheannualtraining,
developmentor
financialplans,destroy
afterSyears,otherwise
destroywhenupdated.
AUTH:NI1-AFU-88-3d
8.03 (RESERVED) \ (RESERVED)
9 apprenticeaction recordingainsandlossesdurin atHQUSAF destroywhenSyears
preceding6-monthperiodon old. AUTH:NI-AFU-
apprenticeprogram 90-3
10 atotherthanHQ destroywhen3years
USAF old. AUTH:N1-AFU-
90-3
11 apprenticeship lettersofapprovalofprogramsbythe \ atHQUSAF destroySyearsafter
approval USDepartmentofLaborand/or \ completionof
VeteransAdministration apprenticeprogram, -
withdrawalofapproval,
orcancellation.
AUTH:N1-AFU-90-3
12 atotherthanHQ destroy3yearsafter
USA completionof
apprenticeship,
withdrawalofapproval,
orcancellation.
- AUTH:N1-AFU-90-3
| 13 | apprenticestandards | apprenticestandardsform atHQUSAF destroySyearsafter

A
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TABLE36-28 |
Continued. |
A B C D
R
U
L ftherecordsare
E ormertainto consistingof whichare then
’ completionof
apprenticeprogramor
whensuperseded,
whicheverissooner.
AUTH:N1-AFU-90-3
14 atotherthanHQ destroy3yearsafter
USAF completionof
apprenticeprogramor
whensuperseded,
whicheverissooner.
AUTH:NI1-AFU-90-3
15 studentempboyment writtenagreements destroy2yearsafter
andworkstudent betweentheschool agreementexpiresoris
programs andAFactivity renegotiated, whichever
maintainedatCPFs issooner, AUTH:N1-
VolunteeNServiceProgram AFU-90-3
15.01 reportsreqijredunderE.O.12015 atCPFs destroyafter3years.
AUTH:N1-AFU-90-3
15.02 atHQUSAF destroyafterSyears.
' AUTH:N1-AFU-90-3
15.03 OPMForm 1495, KnancialEligibility recordsthatsupport destroy2yearsafter
Statement theeligibilityof terminationfromthe
studentfor applicableprogram.
employmentprograms | AUTH:N1-AFU-93-6
incircumstances
wherefinancialstatus
isafactor
16 Development trainingplans,evaluation,anYrelated atCPFs destroy2yearsafter
Opportunity material employeeleavesthe
Program(DOP) program(SeeNotes|
and2).AUTH:N1-
AFU-90-3
17 careermanagement/development seetable36-27,rule
opportunitytrainingplan 19.1.AUTH:N1-AFU-
90-3
18 centrallymanaged individualcasefilescontaining \ atappropriatecareer destroySyearsafter
internprogram applications,trainingschedules, | programbranch, individualcompletes
underAFCareer apprenticeshipagreements,certificates || AFCPMC programor
Management ofeligibilityandrelatedmaterials discontinuestraining
Program (SeeNote2). AUTH:
N1-AFU-90-50
NOTE(S):

1.Ruleappliestothoserecordsnotrequiredbycurrentdirectivestobefiledintheindividual'sOfficialPersonnelFolder.
2.Whenaclassactioncomplaintisfiled,refertotable36-29,rule2.

I'7




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

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
. records where the seded, obsolete, or no long-
. hard copy records er needed for administrative,
. . are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
c Electronic copies thatare deéstroy atter recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
- form filler software reference, whichever is later
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TABLE36-29 |
EMPLOYEE-MANAGEMENTRELATIONS |

A B D

R

U

L Iftherecordsare

E orp&ginto consistingof whichare then

1 admini\rative originalofemployee'sgrievanceor destroy4yearsafter
grievanc¥and appeal,reportofhearingorinquiry, caseisclosed(See

copiesofdecisionsrenderedand Notesland2).
relatedmaterial,includinganyjudicial AUTH:NI1-AFU-93-7
proceedings
1.01 individual originalcomplaint,counselor'sreport, destroy4yearsafter
complaintsof investigativeandhearingreports, caseisresolvedbyAF
discrimination copiesofdetisions,andrelated orEqualEmployment
material,includinganyjudicial Opportunity
roceedings Commission(EEOC)
orbyaUScourt.
AUTH:NI1-AFU-90-3
1.02 mas\gementdecisionsonwhetheror destroy2yearsafter
nottot! ec;isciplinaryaction caseisclosed(SeeNote
4).AUTH:N1-AFU-
90-3 ’
1.03 cardswhi&gescribecurrentstatusin
processingeachindividualcomplaint
1.04 recordofcompaintnotpursued destroy2yearsafter
beyondinformastage dateEEOcounselor
s wasinitiallycontacted
(SeeNote4). AUTH:
N1-AFU-90-3

2 classaction originalcomplaint,coynselor'sreport, destroy4yearsafter
complaintsof transcripts,exhibits,del\jsions,related finalresolution.
discrimination material (e.g.,meritprom\tionfiles, AUTH:N1-AFU-90-3

PPRS,etc.) .

3 adverseactions noticeofproposedadverseacl\onwith destroy4yearsafter
including supportingdocuments;staterniptsof caseisclosed(SeeNote
performance-based witnesses;employee'sreply;heaNng 4).AUTH:NI-AFU-
actions,andappeals notices,reportsanddecisions;revegsal 93-7

ofaction;andappealrecords
3.01 (RESERVED) ‘ \ (RESERVED)
4 performance/incentiv | recommendations,approved destroy2yearsafter
eawards nominations,memorandaofrecord, closeofyearinwhich
correspondencetakeninconnection finalactionistaken
withperformanceorincentiveawards (SeeNotes2and4).
AUTH:N1-AFU-90-3
4.01 correspondenceormemoranda destroyafter2years
pertainingtoawardsfromother (SeeNote4).AUTH:
governmentagenciesorprivate NI-AFU-90-3
ﬂanizations
4.02 reportspertainingtotheoperationof destroyafter3years
thelncentiveAwardsProgram (SeeNote4).AUTH:
N1-AFU-90-3

7
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{ TABLE36-29 |
Continued.

A B D

R

U

L Iftherecordsare

E \rpertainto consistingof whichare then

5 peformance formsdocumentingratingsofsuperior, atCPFs destroy4 yearsafter

excellent,fullysuccessful,minimally dateofappraisal(See
acceptable,orunacceptablenot Note4).AUTH:NI-
accompaniedbydemotionorremoval GRS-93-3
recommendationofcurrentemployees,
employeesseparatedfromtheAir
ForceorappointedtoanSESposition
6 formsdocumentingaratingof destroyafterthe
unacceptablewheredemotionor employeecompletes|
removalisproposedbutnoteffected yearofacceptable
performancefromdate
ofwrittenadvance
noticeofproposed
' removalorreductionin
\ gradenotice. AUTH:
N1eAFU-90-3
7 fonsdocumentingratingsof destroySyearsafter
men\bersoftheSeniorExecutive dateofrating(seenote
Servi 4).AUTH:NI1-AFU-
\ 90-3

8 separationactions supervisy'sexplanationofreasonsfor destroy2yearsafter
foremployees separationfemployee,lettersof effectivedateof
servingoninitial resignationiglieuofterminationfor separation(SeeNote
appointment cause,andsim 4).AUTH:NI-AFU-
probationorunder subjectivelyratherthanin,orwith, 90-3 :
appointmentwhich employee
doesnotafford Note3).
appealrightsand
whichmayinvolve
claimsfor
unemployment
compensation

9 counselingregarding | statementssignedbyemplpyees atCPF destroy3yearsafter
Defense-related confirmingtheyhavereceiv employeeseparates.
employment counselingonreportingDefenge- AUTH:NI1-AFU-90-3

relatedemployment Y

10 leave informationsubmittedorresulti destroy6yearsafterthe
transfer/sharing fromarequestorcontributionofledye FYinwhichtheeffort
programs(submitted : wascompletedor
orresultingfroma terminated. AUTH:
request/contribution N1-AFU-89-9
ofleave) :

11 leave informationalbackgroundorguidance destroywhennolonger
transfer/sharing materialsupportingtheprograms needed. AUTH:NI-
programs AFU-89-9
(backgroundin fo)

| 12 | healthbenefit enrollmentform(s)andsupporting atCPFs transfertoOPMwhen

20
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TABLE36-29 |
Continued. ]
A B D
R
U
L Iftherecqrdsare
E orpertai:%\ consistingof whichare then
registrationfo documentsofspouseseligiblefor formerspousecancels
formerspouses benefits enrollment,when
enrollmentis
terminatedbythe
- employingoffice,or
- . whenformerspouse
- - beginsreceivingan
. - annuitypayment.
. - AUTH:GRSI1,ITEM35
13 copiesofretirement informationshpmittedtoOPMor destroyl yearafterthe
applications resultingfromanapplicationfor CYinwhichthe
retirement retirementoccurred.
AUTH:N1-AFU-90-7
14 civiliandrugtesting chainofcustodyforms; written atCPFs destroy3yearsafter
) notificationtoreportfortagting; ' dateofdrugtestorone
correspondence,documenty,and yearafteremployee
reports,relatedtorandc')_m,vo nteer, separates. AUTH:
applicant,reasonablesuspicio GRSI,ITEM36
accident,andfollow-upto S
rehabilitationdrugtesting;emplo
resultsforretest;correspondence
relatedtotestresult -
NOTE(S):

1.Selectedrecordssuchasclassificationappealsdecisionsmayberetainedaspolicy/precedentfiles,whicharegovernedby

table37-14,rule9.Retirementtoafederalrecordscenterisnotauthorized.

2.Foremployeesuggestions,inventionsandscientificachievements,seetable36-34.
3.Recordsarenottobefiledalphabetically,orbyname,SSN,orotherpersonalidentifier.
4.Whenclassactioncomplaintisfiled,refertotable36-29,rule2.

2]




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

A B C D
If the records which
RULE | are or pertain to consisting of are then
Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records

for the corresponding
hard copy records

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

destroy when the agency

determines that the elec-

tronic records are super-
seded, obsolete, or no long-
er needed for admini;trative,
legal, audit, or other opera-
tional purposes

Electronic copies

that are

created using
electronic mail and
word processing or
form filler software

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

27



TABLE36-30 |

CLASSIFICATION |

A

Iftherecordsare
orpertainto

congistingof

whichare

then

=mrc =

positiondescriptions

recordcopies

destroy2yearsafter

positionisabolishedor

descriptionis
superseded.(note)

AUTH:N1-AFU-88-2

othercopies

destroywhenposition
isabolishedorposition
descriptionsuperseded.
AUTH:N1-AFU-90-3

23
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TABLE36-30
Continued.
A B C D
R
U
L Iftherecordsare
E orpertainto _consistingof whichare then
3 | (RESERVED) AN (RESERVED)
4 positionsurveys surwgysorequivalentlistingsof destroydyearsfrom
dateofthereport,oron
- inactivationofoffice,
N whicheverissooner
Tl (SeeNote). AUTH:
- L N1-AFU-90-3
5 actionsresulting optionalfiles;ifnot destroy2yearsafter
fromposition (usedinsteadofareqyestfor maintained,seerule4 effectivedateofaction
surveys personnelactionform\prequest (SeeNote). AUTH:
action) N1-AFU-90-3
6 | (RESERVED) A\ (RESERVED)
7 position plans,surveys,reportsandra|ated destroyafterallaction
management correspondence iscompletedornew
reportisissued, . . .
whicheverisapplicable
(SeeNote). AUTH:
NI1-AFU-90-3

NOTE:Whenclassactioncomplaintisfiled,refertotable36-29,rule2.

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

1A | B C D
If the records which
RULE | are or pertain to consisting of | are then
a Electronic systems electronic records . destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
T records where the seded, obsolete, or no long-
i hard copy records er needed for administrative,
. N are retained to meet - legal, audit, or other opera-
recordkeeping tional purposes
requirements A
C Electronic copies that are destroy after recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
- form filler software reference, whichever is later




| TABLE36-31 l

UNIONAND/ORASSOCIATIONSOFSUPERVISORSANDMANAGEMENT |

A \ B [ D

R

U

L Iftherecordsare

E orpertainto \onsistingof whichare then

1 unionorassociation requestorpetitionforrecognition, atCPFs destroywhenunionis -
recognition relateddocuments;installation'sletter nolongerrecognizedor

whennolongerneeded,
whicheverislater.
AUTH:NI-AFU-90-3
2
appropriatenessofunit;election
agreement,relategecords;
disapprovalrequest\forunion
recognition
2.01 summaryofrecognition\\d atDOD/CPMS
agreementdata '

3 memorandumof initialunionproposals,counter destroywhen
agreementunder proposals,workingdocumenty,and supersededorobsolete.
labormanagement approvedagreement AUTH:N1-AFU-90-3
relationsinfederal
service

25
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TABLE36-31 |
Continued. |
A B C D
R
U
l..\ Iftherecordsare
E orpertainto consistingof whichare then .
4 nnualreportof report,andallbackupmaterial destroywhen5years
\&'Qnrecogn'nions old. AUTH:NI-AFU
90-3 :
5 i i initialcomplaint,caserecord,and atCPFs destroydyearsafter
decision resolution(notes2and
3).AUTH:NI-AFU-
90-3
5.01 atDOD/CPMS destroyl yearafter
finaldecisionorl year
afterdateofanyfurther
actiononthecases,
whicheverislater
(notes2and3).
AUTH:NI1-AFU-90-3
6 unionorassociation uest,literature,andinstallation destroy2yearsafter
requestfor appWoval/disapproval - dateofinstallation
permissiontopost approvalor
literature disapproval AUTH:
N 1-AFU-90-3
7 unionorassociation minutesofm\getings,andcopiesof destroywhen
management decisionsma supersededorobsolete.
consultation AUTH:NI1-AFU-90-3
meetings
8 grievancesfiled initialandsubsequdqtfilingsat atCPFs(orother destroySyearsafter
undernegotiation successivestepsofgri\vance appropriatelevelof finalresolutionofcase
grievanceprocedure | procedure;managemektdecisions; recognition) (Notes2and3).
memosfortherecordandynyother AUTH:
pertinentrelatedevidence . GRS 1,ITEM28B
9 arbitrationawards requestforarbitration,awar¥;pre- atDOD/CPMS
renderedunder and/orpost-hearingbriefs;apjeal
negotiated proposal/briefanddecision,as
agreement,and applicable
appealstherefromto
FederalLabor
Relations Authority
10 atMAJCOMsand
CPFs
11 officialtimeusage summaryofofficialtimeexpendedfor \ atDOD/CPMS destroywhenunionis
forrepresentation representationpurposes nolongerrecognizedor
purposes \ whennolongerneeded,
whicheverislater.
AUTH:N1-AFU-90-3
NOTE(S):

1.Recordsdescribedinthistableisnotauthorizedforretirementtoafederalrecordscenter.
2.Selectedrecordsmayberetainedaspolicy/precedentfilesmanagedbytablel 1-1,rule9.
3.Whenaclassactioncomplaintisﬁled,refertotable40-4,ru1e27 ,

26
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These three rules (involving temporary electronic records) apply to all rules in the preceding table:

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

2"7
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TABLE36-32 |

OPERATINGOFFICIALS'CIVILIANPERSONNELRECORDS |

418

A B C D
R
U
L Ifthedecordsare
E orpelftiainto consistingof whichare then
1 generalelgployee correspondenceandotherrecords seetable37-11.
aboutortoindividualemployees,or AUTH:NI1-AFU-90-3
pertinenttoemploymentmattersin
officeofjurisdictionfiledingeneral
correspondencefile
2 filedinsupervisor's destroyPartA&Bwhen
workfolder newbriefisreceived.
CompletePartAon
newbrief.DestroyPart
Caccordingtotable
36-29whenitcontains
recordswhichcould
leadtodisciplinaryor
performancerelated
h actions,otherwise,
destroyPartCwhen
newbriefisreceived.
. AUTH:N1-AFU-90-3

3 supervisor's supervisor'sempNyyeebriefwhichisa filedinsupervisor's
employeework RIPproductgenera\edbyDCPDS employeeworkfolder.
folder whencertainpersonnglactionsoccur '

(e.g.,Promotion,Appdintment,

ChangetoLowerGrade,Xtc.)
3.01 (RESERVED) \ (RESERVED)
4 \

4.01 supervisor's debtletters, lettersofcaution keptbysupervisor destroy2yearsafter
employeework warning,andsimilarpapers dateofletterorwhen
folder purposeisserved,

whicheverissooner.
AUTH:N1-AFU-90-3

4.02 | (RESERVED) \ (RESERVED)

4.03 supervisor's notationsoforaladmonishmentsand keptbysupervisor removeoral
employeework noticesofreprimand admonishmentfrom
folder PartCoftheemployee

\ brief2yearsfromdate
ofadmonishment.
Destroyreprimands
maintainedinthework
folder2 yearsfromdate
. ofnotice. AUTH:NI1-
AFU-90-3

78
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TABLE36-32 |
Continued. |
A B C D

"R

U

L Iftherecordsare

E orpertainto consistingof whichare then

4,04 performanceappraisal,recordsusedto destroy3yearsafter

supportortrackemployee effectivedateof
performanceduringtheappraisal appraisal,forwardto
period,recordsofperiodic CPFifseparatedor
performancediscussion transferred(CPF
forwardstogaining
activity). AUTH:N1-
AFU-90-3
4.05 keptbysupervisorsof destroyafterSyearsor
membersoftheSenior whenemployee
ExecutiveService separates,whicheveris
sooner. AUTH:N1-
: AFU-90-3

4.06 AirNationalGuard NGBFotxn430(T),Performance keptbysupervisor dispose3yearsafter
supervisor's StandardsyndCriticalElements effectivedateof .
employeework appraisal,forwardto
folder CPFifseparatedor

transferred(CPF
forwardstogaining
activity.) AUTH:NI-
AFU-90-9

Sthru | (RESERVED) (RESERVED)

8

9 employeetraining CareerEnhancementPl3w(CEP) keptbysupervisoror destroywhenreplaced
development consistingofPersonnelDa\aSystem- inacentral byanewCEPorwhen

Civilian(PDS-C)form administrative nolongerneeded,
function whicheverissooner.
AUTH:N1-AFU-90-3
10thru | (RESERVED) \ (RESERVED)

13 .

14 Supervisor's correspondence,forms,andother keptbysupervisor reviewannuallyand
employeework recordsrelatingtopositions, destroysupersededor
folder authorizations,pendingactions,copie obsoletedocuments;or

ofpositiondescriptions,requestsfor destroyalldocuments
personnelaction,andrecordson relatingtoan
individual individualemployee
withinlyearafter
separationortransfer.
AUTH:N1-AFU-90-3
15 othercopiesofdocuinenvtsduplicated destroywhen6years
inOFPsnotprovidedforelsewherein old. AUTH:NI-AFU-
thistable 90-3

16 AirNationalGuard NGBForm904-1,Supervisor'sRecord keptbys\pervisorand disposeofin
supervisor's of TechnicianEmployment,and usedtopryperly accordancewithTPR
employeework relateddocuments superviselll-time 293-34.AUTH:NI-
folder employee.Qsedto AFU-90-9

documentactions
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NOTE(S): .~ ~ -
I.RESERVED. ~ ~~ -~
2RESERVED. . -

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

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

420
| inued, |
A B C D

R

4)

L Iftherecordsare

E 0 into consistingof whichare then
taken,andhistoryof
employment

12 (RESERVED) (RESERVED)

0



TABLE36-33 |

HONORSANDAWARDS(SEENOTE1) |

A B C D
R
U -
L Iftherecordsar,
E orpertainto x consistingof whichare then
1 specialhonors, recordspertainingtothespecial . atHQUSAF,HQ destroyafterSOyears.
trophiesandawards trophiesandawardsprogram AFMPC,orMAJCOM | AUTH:N1-AFU-92-23
sponsoredbyAFandprivate
ganizations,suchastheMackay
TryphyandUSAFPersonnel Awards,
inclddingnominationsofindividuals,
unitsaydgroups,minutesofboard
meetingg,announcementsofawards,
andrelate§formsandcorrespondence
2 atinitiatingactivities destroyafter2years.
AUTH:NI-AFU-90-3
3 atintermediate destroyafterlyear.
headquartersandall AUTH:N1-AFU-90-3
nonselected :
nominations
4 militaryhonors completedmilitaryhond¢schecklist atbasesthatprovide destroythecompleted
checklist formsforhonorsothertha militaryhonors forms| yearafter
funeral/memorialservices honorsrendered. ‘
AUTH:N1-AFU-89-30
5 memorialization casefilesaccumulatedbyHQ atHQ forwardtoHQ
program AFMPC/DPMASAandinitiatin AFMPC/DPMASAor | AFHRA/ISRupon
activitieswhichpertainonlytothe initiatingactivities inactivationof
namingofAirForceinstallations installation(SeeNote
o 3).AUTH:N1-AFU-
92-23
6 casefilesaccumulatedbyHQ forwardtoHQ
AFMPC/DPMASAandinitiating AFHRA/ISRwhenno
activitiespertainingonlytothe longerneeded(See
namingofstreets,buildings,facilities, Note3).AUTH:N1-
orrooms AFU-92-23

£l
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TABLE36-33 |
Continued.(SEENOTE1) |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
7 decorationsto casefilesofrecommendations, approvedU.S.military retireaspermanent(See
individual(military | decisions,awardsannouncements, decorations(Medalof Note2).AUTH:N-
andcivilian) boardmeetingminutes,andrelated Honor,AirForce AFU-90-3
- documents Cross,Distinguished
ServiceMedal, Silver
Star,Distinguished
. FlyingCross,Airman's
Medal)forwarand
peacetime;allother
approvedU.S.military,
U.S.nonmilitary,and
foreigndecorations
relatingtowartime
and/orcombat
. activities,at
awarding/approving
authority
8 approvedpeacetime destroyafter2Syears.
U.S.military,U.S.non- | AUTH:N1-AFU-90-3
militaryandforeign
decorationsat
.| awarding/approving
authority
9 disapprovedU.S. destroyafter3Syears
military,U.S. (SeeNoteS).AUTH:
nonmilitary,and NI1-AFU-90-3
foreigndecorationsat
disapprovingauthority
10 approved/disapproved | destroyafterlyear.
AirForceachievement AUTH:NI1-AFU-90-3
andunit/campaign
Xwardsat
warding/disapproving
althority
11 appyoved/disapproved destroyafterdecoration
decoigtionsandawards | isawardedor1year
atinitiafingand afterdisapproval.
intermedjate AUTH:NI-AFU-90-3
headquartegs
12 copiesofrecordsrelatingtorefused atawardinga\thority destroyafter3months
decorations (SeeNote6). AUTH:
] N1-AFU-90-3
13 decorationsto casefilesofrecommendations, retireaspermanent2
foreignnationalsand | decisions,awardsannouncements, yearsaftercompletionof
UScitizensnot boardmeetingminutes,andrelated case(SeeNote2).
employedbyUS documents AUTH:NI-AFU-91-10
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TABLE36-33 |
Continued.(SEENOTE]) |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
Gover&ent
14 decoratioostounits approvedand destroy2yearsafter
o disapproved completionofcase.
recommendations AWTH:N1-AFU-90-3
15 decoration . recordsgeneratedwhenahigher destroy2yearsafter
recommendations headquartersdisapproved completionofaction.
forwardedtolower recommendationandforwardsittoa AUSTH:N1-AFU-90-3
headquarters ~ lowerheadquartersforconsideration
' \falesseraward
16 favorable re)gdsnotrequiredforprocessing destroyafterlyear.
communications undacAFI36-2864 AUTH:NI1-AFU-90-3
17 outstanding persongldata,lettersofnomination, selectednominees,
personnelprograms, | photographs,andrelatedpapers nonselectednominees
e.g.,outstanding andminutesofboard
NCO/Airmanaward, meetings
JuniorOfficerofthe
Quarter,outstanding
Managerofthe
Year,AFA ,
representative
18 miscellaneousAF announcementsofacorNest,entry programsdesignedto destroyafter2yearsor
activity-sponsored applicationsorofnominatjonsand promoteespritdecorps, | whennolongerneeded,
programs supportingrecords,resultsyrelated | recognition,suchas whicheverissooner.
papersusedtomonitorandc beautycontests,dining AUTH:N1-AFU-90-3
programs hallofthemonth,or
operatorofthemonth
19 safetyawards nominationsandotherrecords approvedawards destroyafter2years.
relatingtoawardsforoutstanding (recordcopy) AUTH:NI1-AFU-90-3
achievementsinthepreventionof
accidents
20 isapprovedawards destroyafterlyearor
geordcopy) whennolongemeeded,
whicheverissooner.
AUTH:N1-AFU-90-3
21 otherkn rules19and
20
22 AFmaintenance applicationsandbackground approve destroyafter2years.
awards material,andrelatedrecords recommenyationsat AUWUSTH:N1-AFU-90-3
"HQUSAF \
23 disapproved
’ recommendat}\nsat
HQUSAF
24 approvedand destroyafterlyear.
disapproved AWTH:NI1-AFU-90-3
recommendationsa
intermediate
headquarters
25 approved destroyafter2years.
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TABLE36-33 | '
Continued.(SEENOTE1) |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
recommendationsat AUTH:NI1-AFU-90-3
initiatingactivities
26 disapproved destroyafteryear.
recommendationsat AUTH:N1-AFU-90-3
initiatingactivities
27 casefilesofannualsubmissionsin approvedawards destroyafter2yearsor
electricpowerandheatgenerating whennolongerneeded,
plantcompetition,meritorious whicheverislater.
achievementawardforprofessional AUTH:NI-AFU-90-3
excellence,andcomparable
programs
28 disapprovedawards destroyonsubmissionof
\ nextFYcompetitionor
\ whennolongerneeded,
~ whicheverislater.
AUTH:NI1-AFU-90-3
29 transportation suppo?\i:gdocumentationrelatingto destroyafterlyear.
awards annualthansportationawards AUTH:N1-AFU-90-3
30 airtrafficcontrol recordspértainingtotheselectionof documentationof destroyafter2years.
annualawards airtrafficcantroller/facilityofthe selected AUTH:N1-AFU-90-3
year,includingnominations,records individual/facility,
ofboardmeettygs,awards boarddocumentation,
presentation,afdrelateddata ‘| andrelated
correspondenceatHQ
AFC4A
31 documentationof destroyafter1year.
nonselected AUTH:N1-AFU-90-3
individuals/facilities
andallrecordsother
thaninrule30
32 aircraft"save" exemplaryservicereport approvedawardsatHQ destroyafter2years.
awards certificates,reviewboard AFC4A AUTH:N1-AFU-90-3
documentation,andrelateddata
33 disapprovedawardsat destroyafterlyear.
HQAFC4A AUTH:NIsAFU-90-3
34 certificatesatunitsto destroyoninactivation
whichissued ofunit,orwhen
obsolete,whicheveris
sooner. AUTH:NI-
AFU-90-3
35 allothersnotcovered destroyafterlyear.
byrules32,33,and34 AUTH:N1-AFU-90-3
36 air weapons applications and related records for Y at destroy after 1 year.
" | controller badge award of air weapons controller approving/disapproving | AUTH: N1-AFU-90-3
badge, senior air weapons controller r intermediate levels
badge, or master air weapons
controller badge
37 air traffic controller | applications and related records for | at destroy after 1 year.

badge

award of air traffic controller badge

AUTH: N1-AFU-90-3

ap&oving/disapproving
N\

34




AFMAN37-1391March1996 424
TABLE36-33 |
Continued.(SEENOTED) |
A B C D
R
U
L Iftherecordsare
E orpertajnto consistingof whichare then
\ or intermediate levels
38 AF Information nominations, minutes of meetings, at SAF/AAIQ destroy after 3 years or
Managemen selectees, non-selectees, and other when no longer needed,
Awards records relating to awards authorized whichever is later.
- IAW AFI 36-2845 AUTH: N1-AFU-90-3
39 approved and disapproved at intermediate destroy after 2 years.
recommendations and related headquarters AUTH: N 1-AFU-90-3
records -,
40 at initiating activities destroy after 1 year.
AUTH: N1-AFU-90-3
41 aircraft and apg\ications and related records for | approved awards see AFI 36-2608.
AUTH: N1-AFU-90-3
maintenance badge
42 ' disapproved awards at | destroy after 1 year.
disapproving authority { AUTH: N1-AFU-90-3
43 Manpower Awards nomination§, minute of meeting, at HQ USAF destroy after 2 years or
selectees, nohselectees and other when no longer needed.
records relating to awards for AUTH: N1-AFU-91-21
outstanding achigvements in
manpower for prafessional
excellence
44 approved awards destroy after 2 years.
(record copy) at AUTH: N1-AFU-91-21
MAJCOM
45 ‘| disapproved awards destroy after 1 year.
(record copy) at AUTH: NI1-AFU-91-21
MAJCOM
46 initiating activity destroy after 1 year.
AUTH: N1-AFU-91-21
47 Acquisition Awards | nominations, minutes of meetinys, at SAF/AQ destroy after 3 years or
selectees, non-selectees, and othe! when no longer needed,
records relating to awards authori2xd whichever is later.
IAW AF Instructions. AUTH: N1-AFU-94-8
48 approved and disapproved \| at intermediate destroy after 2 years.
recommendations and related eadquarters AUTH: N1-AFU-94-8
records
49 at?)itiating activities destroy after 1 year.
AUTH: N1-AFU-94-8
3
NOTE(S):

1.Rulesapplytothosecopiesnotrequiredbyotherdirectivestobefiledinindividualmilitarypersonnelrecordgroup(see
table36-12).
2.TransfertotheNational ArchivesinS-yearblockswhenlatestrecordis25yearsold.
3.TransfertoNational ArchiveswhennolongerneededbyHQAFHRA/ISR forsitereference.
4 RESERVED.
5.Disapprovalauthoritywillforwardacopyofthedocumentannouncingdecision,andacopyoftheproposedcitation
- annotated"Disapproved"foreachindividual,forfilinginthemember'sMasterPersonnel RecordGroup.
6.Approvalauthoritywillforwardacopyoftheorderandcitation,alongwithasignedletterorstatementfromthe
individualdocumentingnonacceptance,forfilinginthemember'sUnitPersonnelRecordGroup.
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These thrfe rules (inzolvi_ng temporary electronic records) apply to all rules in the preceding tabley £XC egrf Fhat
Rules adb do ha GppY 10 Rulec SHromah @ Gad 13.anc Rul
A B C D =~
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
. temporary hard copy tronic records are super-
T records where the seded, obsolete, or no long-
i hard copy records er needed for administrative,
- are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
C EIlectronic copies thatare destroy arter recordkeeping
: created using copy has been created and
electronic mail and filed or when no longer needed
word processing or

form filler software .

for revision, dissemination, or
reference, whichever is later
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TABLE36-34_|
SUGGESTIONPROGRAM
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 suggesti formsandotherrecordswhichpertain atsuggestionprogram | destroyl yearafter
inventionsagd tosubmission,processing,evaluation, officesatalllevels finalaction(SeeNotes
scientific approval,disapproval,issuanceof land3).AUTH:NI-
achievements award,reportsandrelated AFU-90-3 °
z correspondence
2 - atevaluatingoffices destroyl yearafter
finalaction(SeeNotes
: 2and3)
(EXCEPTION:
suggestionthat
becomespartofanother
file--forexample,on
changestoadirective-—-
becomespartofthe
- directivebackground
file). AUTH:NI-AFU-
90-3
3 minutesofineetingsdxmemorandafor atsuggestionprogram destroy2yearsafter
recordshowingactionth\ken officesatalllevels approvalor -
disapproval. AUTH:
N1-AFU-90-3
4 productsfromthe transcriptionrecordsofacardyeck destroywhen
SuggestionProgram | usedtoproduceareportorthereport supersededornolonger
DataSystem(SPDS) | itselfwhichservediversifiedpurpgses needed(SeeNoted).
whichare AUTH:NI-AFU-90-3
mechanically
producedoutput
products
5 reports,controlled tabulations,summaries,feederreports \ atsuggestionoffices destroywhennolonger
anduncontrolled orinformation needed(SeeNote4).
: AUTH:NI1-AFU-90-3
6 datafilescreatedby magneticcomputertapes destroyuponexpiration
theSuggestion - ofcycleretentions
ProgramData requirementslistedin
System prescribingdirective.
AUTH:N1-AFU-90-3
NOTE(S):

1.Forsuggestionprogramoffices,finalactionisdateofapprovalofanawardorwrittennotificationofnonadoption.

2 Forevaluatingoffices,finalactionisthedatethesuggestionisimplemented.Finalactiononsuggestionsnot

implementedisthedateofdisapproval. .
3.Ifvolumewarrants,therecordsmaybedestroyedonadaily,weekly,monthly,orsemiannualbasis;see AF137-138,table

3.1,note2.

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

A B C D
If the records which
RULE | are or pertain to consisting of are then

Electronic systems

electronic records
that replace
temporary hard
copy records

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

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

destroy when the agency

determines that the elec-

tronic records are super-
seded, obsolete, or no long-
er needed for administrative,
legal, audit, or other opera-
tional purposes

Electronic copies

thatare

created using
electronic mail and
word processing or
form filler software

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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TABLE36-35 |
USAFACADEMYAWARDS |
A B C D
R
U
L Iftherecordsare
E orpertainto cok(stingof whichare then
1 CadetAwards casefildgcontainingcorrespondence atGraduateStudies destroyafter5Oyears
pertainindodonorsponsorship,used (SeeNote). AUTH:
incontinuou3xprrespondencetonew NC1-461-82-3
- awardproposal3qndfinancial
Tt s accountingforspod¢orship
y continuation
2 ” . ‘ atselectionoffice destroyafterlyear.
AUTH:NCI-461-82-3
3 ThomasD. White nominations,biographicalsRetch, selectednominations destroyafter2years.
NationalDefense correspondencerequestingboa atPlansandPrograms AUTH:NCI1-461-82-3
Award members,Superintendent'sapproyal, '
andChiefofStaffAirForceapprova
4 nonselected destroyafter1year.
- nominationsatPlans AUTH:NC1-461-82-3
andPrograms’ . R

NOTE:RetainedatUSAFA cademyforentireretentionperiod.

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

[ 1A | B IC D I
If the records which

RULE | are or pertain to consisting of are then

a Electronic systems electronic records destroy on expiration
thatreplace of the retention period
temporary hard previously approved
copy records for the corresponding

_ hard copy records

b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-

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

recordkeeping tional purposes
requirements

C Electronic copies that are desiroy aller recordkeeping

: created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
- form filler software reference, whichever is later
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TABLE36-36 |
PERSONNELRECORDS |
A N\ B C D
R N
U
L Iftherecordsare
"E orpertainto conyjstingof whichare then
1 familyservices casehixtoriesusedtorecorda destroywhennolonger
program summarypfthetypeofassistance needed. AUTH:NI1-
requested, Whorequestedit,facts AFU-90-3
relativetothedgse,assistance
rendered,andanyspecialproblems
involved
2 trainingandexperiehgerecordsof destroy2yearsafter
volunteersusedbymemersofthe separationofvolunteer
CommitteeofAdministratjontorecord (SeeNote). AUTH:
volunteertraining,experienceand NI1-AFU-90-3
awards
3 advisorycouncilmeetingminut atinitiatingactivities destroyafterlyear.
AUTH:NI1-AFU-90-3
4 atMAJCOMs destroyafter2yearsor
whennolongerneeded,
whicheverissooner.
AUTH:N1-AFU-90-3
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TABLE36-36 |
Continued. |
A B C D
R
U
L Iftherecordsare
E \ | orpertainto consistingof whichare then
5 recordsnotcoveredinrules1,2,3, destroyafter2years
and4 (EXCEPTION:atHQ
USAFtheymaybe
- destroyedwhenno
- - longerneeded).
. AUTH:N1-AFU-90-3
6 solicitatiohcasefiles | lettersofaécreditation,applications, destroyafter3yearsor
statementsofunderstanding,valid whennolongerneeded
licenses, lettersofauthorization,sales asdictatedbythe
reports,operationalrecords,recordsof installation
violationsandsuspensions commander,whichever
accumulatedinconnectionwiththe issooner. AUTH:N1-
conductofcommercialtransactions AFU-87-33
 withAFmembersatAFinstallations
7 passportsandvisas uthorizationstoapplyforno-fee seetable36-2,rulel 7.
pagsportsand/orrequestsforvisasand AUTH:NI-AFU-90-3
reld\edcorrespondence
7.01 semiég:xualreportsofpassport seetable36-2,rulel8.
applictions AUTH:NI1-AFU90-3
7.02 receiptsavgi:elatedcorrespondence atAMCactivities seetable36-2,rulel$.
fortheissudnceofpassports ’ AUTH:N1-AFU-90-3
8 marriage applications¥prmarriagebetweenAF destroy! yearafter
personnelandNreignnationals,and applicationisapproved
relatedcorrespondence ordisapproved
(EXCEPTION:copy
retainedbyapproving
authoritymaybe
destroyedwhenno
longerneeded).
AUTH:N1-AFU-90-3
9 votingassistance correspondenceandpublicXions destroyafternext
data accumulatedinconnectionwihthe election. AUTH:N1-
administrationoftheFederal V\ting AFU-90-3
AssistanceAct
10 (RESERVED) \ (RESERVED)
11 recruitmentfor rostersandrelatedcorrespondence’ atHQUSAFand destroyafter| year.
civilianpolice MAJCOMs AUTH:N1-AFU-90-3
12 atotherthanHQ destroy90daysafter
USAFandMAJCOMs | submissionofquarterly
report. AUTH:N1-
AFU-90-3
13 postservice destroyafter1year.
employment AUTH:N1-AFU-90-3
counseling
14 NationalUrban
Leagueveterans
affairs
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TABLE36-36 |
Continued. |
A B C D
R
U
L Iftherecordsare
E orpertamto consistingof whichare then
15 copiesofSBPelectionnotificationto atinitiatingactivities documentsareretained
spouseandotherrelatedrecords.SBP intheUPRGand
documentsarealsotemporarily shouldbedisposed
maintainedintherelocationfolder(at IAWAFI36-2608.
p MPFfor90days)(seeAF136-2102) AUTH:NI1-AFU-90-3
16 i ecordy familydatarecordsusedtoestablish destroywhennolonger
. - contactwithdependentswhose needed AUTH:N1-
" "7 \| sponsorsareawayadvisingother AFU-90-3
amilyServicesofficesatotherAF
installationsshoulddependentsmove
todgewarea,andprovidegeneral
inforpationaboutnewlyarrived
dependents
17 signededgeiptsforitemsloanedout destroyuponreturnof
fromlend gcloset lendingitemsorwhen
nolongerneeded. .
AUTH:N1-AFU-90-3
18 recordofhoursiccruedbyvolunteers retainedbythe
duringagivenminthandyear volunteeronan
indefinitebasis.

AUTH:N1-AFU-90-3

NOTE:Accumulatingofficesmayretainuntileligiblefordisposal,providedadditionalfilingequi pmentisnotrequired.

These threg rules (mvolvmg tem,

rJ)orary eJectronic records) apply to all rulesan the preceding table; €Xx € ¢ J;f +h ‘*7L

 fulRsagad ﬂp/ih Rq/(’ /.
A C
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
T - records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
- are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
C Electronic copies that are destroy after recorakeeping
: created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
- form filler <o ftware

reforence wWhichever ic latar
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TABLE36-37 |

PROGRAMADMINISTRATION |

A C D
R
U
L Iftherecordsare
E orpertainto Ngonsistingof whichare then
1 schoolquotas/course | redgrdsconcerningallotmentofschool atotherthanMPF's destroy3monthsafter
projectfile quotasyndfulfillmentthereof, trainingquotasare
includinyI D Yrelocationforschool allocatedbythe
command.AUTH:N1-
AFU-88-17
1.01 atMPFs seetable36-15.
AUTH:N1-AFU-90-3
2 airmantraining allcopiesexceptrule3 destroyafterlyear.
waiver AUTH:NIeAFU-90-3
job,cross-training,andtrainingo
unskilledairmeninthesemiskilled
levels
3 infieldpersonnel seetable36-12.

N\records

AUTH:N1-AFU-90-3

+2
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TABLE36-37
Continued.
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
4 foreigntrainees requestsfortraining,trainingprojects, atHQUSAF destroy4yearsafter
acceptanceornonacceptance completionofproject.
messages,invitationaltravelorders, AUTH:N1-AFU-90-3
relatedcorrespondenceincidenttothe
USAFprogramfortrainingstudentsof
foreigngovernmentsperAFI116-105
5 ) belowHQUSAF destroy2yearsafter
completionofproject.
AUTH:N1-AFU-90-3
6 trainingrecordsforstudents seeprescribing
(originals) directive. AUTH:N1-
AFU-90-3
7 AETCForm318(Prior1974),Allied destroyafter20years
StudentTrainingRecord orwhennolonger
needed,whicheveris
sooner. AUTH:N1-
\ AFU-90-3
8 \Kedicalanddentalrecords seetable4l-11.
AUTH:N1-AFU-90-3
8.01 ind\vidualstudenttrainingand destroyoninactivation
achi\vementrecordusedbylnter- ofIAAFA . AUTH:
AmeranAirForcesAcademy N1-AFU-90-3
(IAAFA)toprovideinformationto
eachstudent'shomecountry
9 traininginstructors formsused¢orecorddataon destroyimmediately
individualiRstructorspreserviceand afterreassignmentor
inservicetraijingrequirements,type separation. AUTH:
ofinstructoras\ignment,and NI1-AFU-90-3
qualificationfor\pstructorsupervisor
assignment
10 instructorevaluatidprecords seecommand
r prescribingdirectives
andtable37-11.
AUTH:N1-AFU-90-3
11 facultyboard originalsofproceedingsoffaculty atcommandsbelow destroyafterlyear.
proceedingsand boardsappointedtodetermipeall HQUSAF,exceptHQ AUTH:N1-AFU-90-3
administrative mattersrelatingtotheproficigncy, USAFA
disenrollments deficiency,graduation,and
eliminationofstudents,andothir
mattersreferredtothefacultyboakdby
theschoolcommandant,andrecorys
ofadministrativedisenrollments
11.01 5, atHQUSAFA destroyafter2years.
‘ AUTH:NI-AFU-90-3
11.02 atmedicalfacilities seetable41-1.AUTH:
andschoolsoffering NI1-AFU-90-3
internandresident
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TABLE36-37 |
Continued.
A B C D ]
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
training
12 collateraltraining sign-inandsign-outrecords,absentee belowHQUSAF destroy3monthsafter
reports,delinquencyreports, class/coursecompletion
suspensionrecords,trainingcheck providedrequired
- sheets,medicalclearances,requests informationispostedto
) fordisciplinaryaction,progress theindividualtraining
reports,examinationpapers, record,orwhenno
h registrationforms,changerequests, longerneeded,
recommendationsforelimination,and whicheverissooner.
recordsofpreparationforoverseas AUTH:NI1-AFU-90-3
movement
13 locatdstripcards cardsusedforlocatingastudentina destroyaftergraduation
classorsquadron orelimination. AUTH:
N1-AFU-90-3
14 (RESERV\F\D) (RESERVED)
15 :
16 progression timetables,graphsandchartsusedto destroywhen
schedules indicateprogressand/orfor superseded,obsoleteor
instructionalpurposes,suchasstudent oninactivationof
familiarizationinitialcharts,progress activity,whicheveris
chartsandchartsofflyingtime sooner. AUTH:NI1-
AFU-90-3
17 studentresearch \| theses(WarCollege),researchreports destroywhennolonger
(CommandandStaffCollege), needed. AUTH:NI-
erospacepowertheses(Squadron AFU-90-3
icersSchool),andstudenttheses
(In\tituteofTechnology)
18 trainingsummaries trail\ngsummariesandreportsof destroyafterlyear.
AUTH:NI-AFU-90-3
reportsofgraduation
19 generaltraining technicaltrainkpgreports,suchas destroyafterlyear.
reports reportsofunitsasgignedfortraining, AUTH:N1-AFU-90-3
reportsofstatusanychangeofstatus,
statusrecapitulatioy,strength,periodic
training,combatreadjness,and
inspectionofinstructoks'classes
20 academicinstructor requests,justifications,\pprovalsand destroywhennolonger
coursewaivers disapprovals eligibleforassignment
toinstructional
positionsin AUor
whennolongerneeded,
whicheverissooner.
AUTH:NI-AFU-90-3
21 educational source at HOsAU hold until inactivation

studies, reports on education \
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TABLE36-37
Continued.
\ A B C D

R

L Iftherecordsare

E L orpertainto consistingof whichare then

cords requirements of the AF, AU's role in of AU or when no
meeting these requirements, studies on longer needed, then
the effectiveness of educational retire as permanent
programs, techniques, and related (See Note 2). AUTH:
material NC-AFU-75-41

22 request for retraining/lateral training approved applications | see table 36-12, rule 2
and any supporting records (i.e., and declination (note 3). AUTH: NI-
supplemental messages, letters of statements for AFU-90-3
recommendation, etc.) approved retraining

requests
22.01 disapproved destroy 3 months after
applications disapproval/cancellatio
n. AUTH: NI-AFU-
\ 90-3
23 student critiques ihdividual, group and oral for contractor training | destroy with related
(s rized) critiques reflecting courses contract. AUTH: N1-
- studgnts' comments on training, base AFU-90-3
24 for other than destroy 2 months after
contractor training all action is completed.
courses AUTH: N1-AFU-90-3
24.01 serving as destroy upon
input/background data | completion of related
to training evaluations | report/special study or
until no longer needed,
whichever is sooner.
AUTH: N1-AFU-90-3
25 AF established NCO | charter case files, including charter, at NCO academies destroy when charter is
Academy Graduate chapter constitution, bylawy, and other dissolved. AUTH: N1-
Association (See governing records AFU-90-3
Note 5)

26 records for maintaining chapt destroy after 1 year.
activities, including chapter's m\putes AUTH: N1-AFU-90-3
of meetings and reports

27 test logs, registers, destruction certificjes, destroy 6 months after

accountability/contro | inventories used to control and individual pages are
1 account for test materials in the form completed or closed
ofsest booklets, examinations, answer out. AUTH: N1-AFU-
keys, answer sheets, etc. 92-6
NOTE(S):

1.(RESERVED)
2.Retirewhenmicrofilmisdeterminedadequatesubstitute.
3.Returnmedicalexaminationreportstothebasehospital.

4.(RESERVED)
5.Asassociations'chaptersareorganizedasprivateorganizations,therecordsmaintainedbythechaptersarenot
consideredofficialrecordswithinthemeaningandintentofAFI37-138.
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ese three rules (mvolvmg temporary electronic records) apply to all les m the precedmg tablej ¥ ¢ ¢
Em" Poleg @ \-}AJCQL' ol 4,{4‘/% +0 kq ﬁ

. 1

A
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
, hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
T records where the seded, obsolete, or no long-
) hard copy records er needed for administrative,
. are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
C Electfronic copies thatare destroy atter recorakeeping
: created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later
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TABLE36-38 |
INDIVIDUALACADEMICRECORDS |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 trainingprogyess recordsofindividualtrainingand atAUandUSAF destroy3Oyearsafter
educationofeachstudent,indicating SchoolofAerospace individualcompletesor
subjectsstudied,numberofhours Medicine discontinuesatraining
devotedtotheirstudy,finalgradeor course. AUTH:NI-
- ratingofproficiencyobtainedineach AFU-90-3
- subjectand/orthereasonfor
noncompletionofthecourseofstudy
2 s . atSchoolofHealth
CareSciences,USAF
(beforeFY82)
3 AETCForms156,304,379,and565 atAETCtechnical
(befordFY82) trainingcenters/field
trainingdetachments
3.01 AttendaseandRatingRecord(AETC destroyafterl year
Form379)(\!lduplicatesand AUTH:N1-AFU-90-3
originalsonfyofpartial
courses/trainfpgsessions)
3.02 recordsofindividualtrainingand atUSAFSpecial destroy25yearsafter
educationofeach\tudent InvestigationsSchool courseiscompleted.
AUTH:N1-AFU-90-3
3.03 AETCForms379(sNginalsof atAETC(3785F1d destroy30yearsafter
completedcourses)(FY 82andafter) TngGrpandMobil individualcompletesor
s TngGrps) discontinuesatraining
course. AUTH:NI-
AFU-90-3
3.04 StudentRecordof Training(AETC atAETCtechnical destroy2yearsafter
Form156)(FY82andafter) trainingcenters informationisentered
intoPipeline
ManagementSystem
(PMS).AUTH:NI-
AFU-90-3
3.05 rule3.4informationinPMS retainpendingapproval
ofdispositionauthority.
AUTH:N1-AFU-90-3
4 copiesofindividualtrainingrecords \ destroyongraduation
oreliminationofthe
\ studentfromtraining.
AUTH:NI-AFU-90-3
4.01 microformcopiesof ECIstudent a!§<tensionC0ur5e retainatEClfor30
transcriptrecordsusedtoissuestudent Insitute(ECI) yearsaftercourseis
transcripts,diplomas,andcertificateof completed,then
completion \ destroy. AUTH:N1-
\\ AFU-90-3

3
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TABLE36-38 |
Continued. |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
4.02 recordsofnonresidentstudents, atAirCommandand destroy2yearsafter
includingwritingassignments,course StaffCollege,AU initialprogram
completionletters,program enrollment,orupon
completionletters,correspondence graduation,whichever
fromstudents,etc. issooner. AUTH:N1-
AFU-90-3
4.03 atAirWarCollege destroy3monthsafter
AU graduation,6months
aftercancellation,or
whennolongerneeded,
whicheverislater.
\ AUTH:NI-AFU-90-3
4.04 megnetictapesofnonresidentAir atAUData destroySyearsafter
Com\pandandStaffCollegestudent AutomationCenter initialprogram
persony}dataandstudentprogress enrollment. AUTH:
N1-AFU-90-3
4.05 magnetictapesofnonresidentAirWar destroyl Oyearsafter
Collegestudaptpersonaldataand initialprogram
studentprogre enrollment. AUTH:
Y NI1-AFU-90-3
5 recordsotherthandyrules1through destroyl Oyearsafter
45 individualcompletesor
discontinuesatraining
course AUTH:NI-
AFU-90-3
6 unittraining AncillaryTrainingRecord¥orcourses seetable36-1,rule2.:
program relatedtodutyperformance, byt AUTH:N1-AFU-90-3
separatefromindividual'sprimaryAF
Specialty
6.01 individualtrainingaccomplishmexts destroyémonthsafter
insubjectsuniquetotheorganization\ completionoftraining,
andrequiredbyMAJCOM/FOA whensupersededor
directives whenindividualno
longerperformsthe
uniqueduties,as
\ appropriate. AUTH:
NI-AFU-90-3
7 physicaltraining basicmilitarytrainingchecksheets destroyafter
andschedules completionofbasic
training. AUTH:N1-
AFU-90-3
8 reportspertainingtosupervisionof destroyafterlyear.
physicaltrainingandathletic AUTH:N1-AFU-90-3
programs,athleticteams,andactivity
reports
9 physicalfitnesstestreportworksheets \ destroyafterrecording
andphysicaleducationattendance informationonGeneral
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TABLE36-38 |
Continued. I
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
records MilitaryTraining
Record. AUTH:N1-
\ AFU-90-3
10 )glyrsliological seetable48-2.AUTH:
trining NI1-AFU-90-3
11 | (RESERVED) - ‘ (RESERVED)
12 maint casehistoryofthetrainingand filedinconsolidated givetoindividualas
training evaluationofinaintenancespecialists trainingrecord he/sheterminates
militaryservice.
AUTH:N1-AFU-90-3
13 forindividualsbeing sendtogaining
reassigned organization. AUTH:
N1-AFU-90-3
14 maintenancetrainingrecordor attraining destroyupon
IntercontinentalBallisticMissile managementor completionoftraining
(ICBM)teamtrainingbranchtraining trainingcontrol andwhenfilesareno
rksheet longerneeded AUTH:
N1-AFU-90-3
15 atunittraining sendwithconsolidated
activities trainingrecordwhen
individualisreassigned
(seetable36-12,rule
1).AUTH:N1-AFU-
90-3
16 maintenancepyoficiencytests, attraining destroywhen
managementted{s,andphasetests management,unit | superseded,obsolete,
trainingactivities,or nolongerneeded,or
workcenters whenindividualis
reassigned AUTH:
N1-AFU-90-3
17 trainingcharts destroywhenreplaced,
obsolete,ornolonger
needed. AUTH:N -
AFU-90-3
18 individualproficiencyevaluati feederformstoupdate
record themaintenance
trainingrecords
19 filedinconsolidated destroywhenreplaced
trainingrecord bynextequivalent
evaluation.AUTH:
N1-AFU-90-3
20 trainingrequestsandtraining destroyaftertrainingis
completionnotificationrecordsused completedandposted
forcontrolpurposes toapplicablerecord.
AUTH:N1-AFU-90e3
21 maintenancestandardizationand filddinconsolidated destroywhenreplaced
evaluationprogramrecords,i.e., traifingrecord bynextequivalent
personnelevaluationreports,and evaluation. AUTH:
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TABLE36-38 |

Continued. |

A B C D

Iftherecordsare
orpertaigto consistingof whichare then

mecX

pointscomputationrecords N1-AFU-90-3

22 usedforpoints destroywhenpoints
computation computationsummaries
areproduced AUTH:
N1-AFU-90-3

22.01 ’ - duplicatecopies destroy2yearsafter
maintainedbyunit evaluation,orwhenno
qualitycontrol longerneeded,
whicheverissooner.
AUTH:NI1-AFU-90-3

23 pointscomputation destroyafterlyear.
summaries AUTH:N1-AFU-90-3

23.01 training\isibilityrecords,training destroyafterlyear,or
rostersan rai%ingschedules whennolongerneeded,
whicheverissooner.
AUTH:NI1-AFU-90-3

24 ICBMmaintenince destroywhen
training/requireNentsrecordsfiledin individualisremoved
consolidatedtrainigrecord fromICBM
maintenanceduty.
AUTH:N1-AFU-90-3

25 ICBMproductioninspeytorrecords atqualitycontrol destroywhen
superseded,nolonger
neededorwhen
individualis
reassigned. AUTH:
N1-AFU-90-3

26 duplicatesofrecordsinrules12 destroyafterlyear,or
through25 whennolongerneeded,
whicheverissooner.
AUTH:NI-AFU-90-3

educationand NI1-AFU-91-6

27 trafficsafety \ seetable91 4. AUTH:
drivingexperience

28 OJTtraining \ sendtoMPFupon
PCS;togainingactivity
uponPCAw/oPCS;or
givetoindividualupon
separation,retirement,
orpromotiontoE-9,
providednotneededto
recordfurthertraining.
AUTH:NI1-AFU-90-3

29 militaryaptitude formsaccumulatedbymilitary ' destroy3monthsafter
rating trainingdepartmentsofofficer graduationof
candidateschoolsandaviationcadet individualclass,
trainingschoolstoevaluateleadership providedsummary
potential resultspertainingto
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TABLE36-38 |
Continued.
A B C D
R
U
L Iftherecordsare
E pertainto consistingof whichare then
aviationcadetsare
postedtothetraining
record AUTH:NI1-
AFU-90-3
30 USAFairtrgffic USAFATC Ccertificaterequestsusedto atrequesting destroyuponreceiptof
control AT - requestcertificateissue,reissue, activities,pertainingto | certificate. AUTH:N1-
certification replacement,orcancellation certificateissue, AFU-90-3
. ) - reissueorreplacement
31 atrequesting destroyafter]year.
activities,pertainingto | AUTH:N1-AFU-90-3
certificatecancellation
32 atHQAFCC destroyafter3years.
\ AUTH:NI-AFU-90-3
33 AFATCcertificatescancelled returntoindividual
wh¥pindividualisreclassifiedfrom aftercertificateis
theA( Ccareerfield,ismedically marked"cancelled.”
disqua\{fied,retires,dies prisreleased AUTH:NI1-AFU-90-3
fromtheNSAF/ReserveForces
34 USAFAT\certificateswithdrawn destroyupon
notificationof
withdrawalbyHQ
AFCC.AUTH:NI1-
AFU-90-3
35 ' assignment/persoknelactionsor atATCfunction destroywhen
. specialorderswhichyppointunit supersededorobsolete.
trainingandstandard\zationspecialist AUTH:N1-AFU-90-3
andassistant
36 masterrosterofvalid AT certificates
37 facilitytrainingguidesan
' indoctrinationprogramch&cklists
38 recordspertinenttotheappoiytmentof destroyupon
USAFATCpersonnelasFAA terminationofthe
examiners appointment. AUTH:
NI-AFU-90-3
39 recordspertainingtothe atHQAFCC destroyafter4years
suspension/withdrawalofan (SeeNotel ). AUTH:
individual'sUSAFATCcertificate NI1-AFU-90-3
40 atallotheractivities destroyafterlyear.
AUTH:NI1-AFU-90-3
41 monthlytrainingschedulesandtests j
preparedtoevaluatetheresultsof
scheduledandsupplementaltraining \
42 applicationsforF A Aairman \
certificationand/orrating
43 notificationof AT Cfacility \ destroylyearafter
classificationissuedannuallyandused beingsuperseded.
todeterminetrainingtimelimits \ AUTH:NI-AFU-90-3
requiredforissuanceoffacilityratings
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TABLE36-38 |
Continued. |
A B D
R
U
L I}t\e‘l"‘ecordsare
E orpdstainto consistingof whichare then
44 OJTtrainingrecordcontinuationsheet givetoindividualupon
pertainingtoATCtraining,not terminationofATC
recordedelsewhere,forofficers duties. AUTH:NI-
assignedtoATCduties,andare AFU-90-3
maintainedinofficer'strainingfolder
45 ATCevaluationrecordkeptinofficer's givetoindividualwhen
trainingfolderorasatransitorypart thefacilityratingor
oftheconSolidatedtrainingrecordfor positioncertificationis
enlistedpersonnel,asapplicable nolongervalid,the
nextevaluationis
performed,afacility
ratingisissued,or
individualisnolonger
intrainingforafacility
rating(SeeNote2).
AUTH:NI-AFU-90-3
46 (RESERVED)\ (RESERVED)
47 specialtaskcertifidationandrecurring holdfor2years,then
trainingrecordkeptiNtrainingfolder givetoindividual.
AUTH:N1-AFU-90-3
48 ATC/weathercertificati\nandrating givetoindividualupon
record o permanenttermination
ofATCduties. AUTH:
NI1-AFU-90-3
49 EClendofcourse recordsrecordingthecompletion destroyafter6months.
testingandjob ECltestsandjobinventories AUTH:N1-AFU-90-3
inventoryprogram
NOTE(S): \

1.Theserecordsmayberetainedintheofficeofrecordfor 3yearsaftercutoff.
2.Aspecialevaluationresultinginrevokingafacilityratingwillberetaineduntilindividualisrecertifiedor
reclassificationiscompleted. Specialevaluationofprogressforindividualsinupgradetrainingwillberetaineduntilthe
individualisupgradedorreclassificationiscompleted.
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These three rules (involving t:emporary electronic records) apply to all rules in the'precedir'lg table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
. records where the seded, obsolete, or no long-
i hard copy records er needed for administrative,
- areretained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
C ETectronic copies that are destroy atier recordkeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later
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TABLE36-39 |
AIRFORCEINSTITUTEOFTECHNOLOGY(AFIT)TRAININGRECQRDS |
A B C D

R

U

L fhﬁecordsare

E orp&tainto consistingof whichare then

1 (RESERVED) (RESERVED)

2 activeduly,ANG individualeducationalcredit atAFIT,Directorateof | destroylyearafter
transcripts,certificatesofcompletion Admissions/Registrar | officerisdroppedfrom
ofcorrespondenceorgroupstudy AFrolls. AUTH:N -
courses,eligibilityapplications,and AFU-90-3
similarrecordswhichserveassource
documentsfortheupdateofthe
personneldatasystem(PDS)orrelate
\tc;eligibilityfororadmissiontoAFIT

ograms.
3 admissioneligibility | caWds,boardbriefs,quotamanagement destroywhennolonger
records doci\nents,reportsandotherrelated needed. AUTH:N1-
select\ynrecords AFU-90-3

4 (RESERVED) \ (RESERVED)

5 i AN

6 Graduateand educational\gedittranscriptsattesting destroyafter50years.

Professional toattendanc IT AUTH:NI1-AFU-90-3
Continuing
Education(PCE)
7 reportsand registration,enrolli\ent,statistical destroywhen
statisticaldata reports,coursedata,réyearchstudies, superseded,revised,or
graduationpolicies obsolete. AUTH:N1-
AFU-90-3
8 airmaneducation individualfilesofrequests destroyl yearafter
andcommissioning evaluationofeducationaltranscripts, officerisdroppedfrom
program(AECP) tests,certificatesofcompletion AFrolls(note).
applications correspondenceorgroupstudy AUTH:NI1-AFU-90-3
courses,correspondence,medical
reports,andotherrelatedrecords
pertainingtoeligibilityforand
admissiontoAFIT

9 (RESERVED) \ (RESERVED)

10 roster rosterofeducationalbackgroundof destroywhen
officers superseded,revised,or

obsolete. AUTH:N1-
AFU-90-3
11 collegecatalogs college/universitycourseofferings destroywhennolonger
needed. AUTH:NI-
AFU-90-3
12 CommunityCollege | transcripts,grades,courseevaluations atindividu\]AFIT destroySyearsafter
oftheAirForce andcoursecompletionrecords schoolsregidjrar's completionofcourse.
records pertainingtoacceptedtransfercourses section AUTH:N1-AFU-90-3

asoutlinedbytheCommunityCollege
oftheAirForce(includingAFITshort
courserecords)

NOTE:IfairmanisnotselectedforAECP,returnrecordstoairman’sbaseEducationServicesOfficer(ESO).
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These three rules (involving témporary electronic records) apply to all rules in the precediﬁg table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
T records where the seded, obsolete, or no long-
i hard copy records er needed for administrative,
- are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
C Electronic copies that are desiwroy after recordkeeping
: created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later
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TABLE36-40 |
TRAININGMATERIALS
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 curriculummaterials | recordsetsofspecialtytraining forcurrentcourses, destroywhen
\ usedinformal standards,coursetrainingstandards, exceptthosecovered supersededorrevised
trainingcourses coursesyllabi,plansofinstruction, byrules2and2.1 (notel).AUTH:N1-
coursecharts,andcomparable AFU-90-3
guidelines
2 forsubstantially retireaspermanent
revisedand (notesland2).
discontinuedcourses AUTH:NCI-AFU-83-
attheAirWarCollege 55
2.01 forsubstantially destroyafter] Oyears
revisedand (notel).AUTH:N -
discontinuedcourses, AFU-90-3
exceptthosecovered
byrule2
3 recordsetsoftrainingplans,technical destroywhenrevised,
trainingwritingproductionplans, obsolete,oron
evaluationplans,andinstructional discontinuanceofthe
aterials,includinglessonplans, relatedcourse. AUTH:
teXts, films,charts,recordings,student NI1-AFU-90-3
studyguides,studentworkbooks,
studengtexts,programmed
instructipnalmaterial(tests,tapes,
filmstrips\slides,scripts,forlive
presentatioks,etc.),testmaterials,
miscellaneoushandouts(wiring
diagrams,table¥,data,etc.)and
comparabledatatdpcurrentor
discontinuedcours
3.01 forpossiblesecurity destroy8yearsafter
assistancetraining weapons
system/equipmentis
phasedoutfromthe
USAFinventory(note
3).AUTH:NI-AFU-
91-34
3.02 periodiccurriculum seerulel 6.AUTH:
histories(formerly \ NI1-AFU-91-34
rule3.l)
4 extensioncourse recordsetsofextensioncourse \ atHQAU destroywhenrevised,
materials directivesandResidentSchool Text, obsolete,oron
withrelatedbackgroundmaterial discontinuanceofthe
\ relatedcourse. AUTH:
N1-AFU-90-3
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TABLE36-40_|
Continued. |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
4.01 recordsetsofextensioncourse atMAJCOMsand destroyl 8monthsafter
materialsproducedinsupportofthe subordinateunits EClcoursedeactivation
extensioncourseprogramforECI, date. AUTH:NI-AFU-
includingcareerdevelopmentcourses 90-3
(CDCs)andothernonresidentcourses,
andsupportingcorrespondenceand
backgroundmaterial
4.02 curriculumchangesandrelated hold20yearsinECI,
recordsusedtoactivate,suspend,or thendestroy. AUTH:
deactivateentirecoursesorindividual NI1-AFU-90-3
coursevolumes;toannounce
temporarysuspensiontocoursesor
individualcoursevolumes;andto
issuespecialinstructionsconcerning
nysignificantchangeorchangesin
tNeEClcurriculumwhenacourseis
deactivated
4.03 histdyicaldata,coursestatus,volume
status)examinationstatus,volume
reviewdxercisedatacardsfor
extensiokcoursesandcareer
developm¥ntcoursesusedtofurnisha
completerefordofeverycourse,
supplement,CRE,CE,andVRE
processedbyECI
4.04 coursestatusrepQrtsusedtoshowthe
statusofactivmi%gl"ogrammed
coursesinthecurridulum
5 jobqualification recordsetsofJQSs destroywhenrevised,
standards(JQSs) obsolete,oron
discontinuanceofthe
relatedcourse. AUTH:
N1-AFU-90-3
6 manuscriptsor draftsofproposedorrevised destroywhenprinted
proofs publications,texts,orothertraiiing materialisreceivedand
materials;printersgalleyorpag determinedaccurate,or
proofs,andotherworkingorcontrgl retainforfutureuseif
datausedincreating,preparing,an cameraready. AUTH:
publishingtrainingmaterials NI1-AFU-90-3
7 nonrecordsetsof nonrecordcopiesofmaterial, ’ forcurrenttraining destroywhen
trainingmaterials identifiedinrules] through5,usedin \ programs superseded,revised,or
trainingprograms \ obsolete. AUTH:N1-
1 AFU-90-3
8 ordiscontinued destroycurrentmaterial
tkainingprograms after2years. AUTH:
N1-AFU-90-3
9 trainingaidsactivity | originaldrawingsofclassroomor thelinalphotograph, destroywhenobsolete
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TABLE36-40 |
Continued. |
A B C D
R
U
L Iftherecordsare
E orpextainto consistingof whichare then
casefi laboratoryequipment,demonstration drawing,andsummary | ornolongerneeded.
models,buildingplans,andlaboratory reportofapproved AUTH:NI1-AFU-90-3
equipmentinstallations,training trainingaids
applications,photographs,listof
printsanddrawings,billofmaterials,
devices,partslist,engineeringand
technicalinformationoperationsand
maintenancemanual
10 sentwiththerelated destroyémonthsafter
equipmentwhenitis equipmentisdropped
transferredto fromequipment
redistributionand authorizationinventory
marketingforsal vage data(EAID)records.
orotherfinaldisposal AUTH:N1-AFU-90-3
action
11 ) dupli¢atefilesofdrawingsof destroywhen
laboratpryorclassroomequipment, equipmentis
demonstationmodels,buildingplans, transferredto
andlaborAtoryequipment redistributionand
marketing,oron
discontinuanceofthe
course, whicheveris
sooner. AUTH:N1-
AFU-90-3
12 requestsfortrainiojaids,workorders destroyafter3years,or
authorizingproducton,dataon whennolongerneeded,
material,labor,produfiontime,and whicheverissooner.
completiondates AUTH:NI1-AFU-90-3
13 mobiletraining MT S Sinventories,mov attheaerospace destroywhen
set/equipmentfiles locationrecords,trainerspgifications, equipmentand supersededorobsolete.
(MTS) proposal/trainingchangelogs, CEMO technicalservices AUTH:NI-AFU-90-3
machinelistings,andcorrespdpdence section,departmentof
pertainingtoMTS,equipmentstatus, fieldtraining
_ andequipmentchange
14 ondiscontinuanceofa destroyl yearafter
MTSorportions finaldispositionof
thereof relatedequipment.
AUTH:N1-AFU-90-3
15 trainingsystems correspondence,EDPproducts,and atMAJCOMsand destroywhen
researchand researchreportsfrominternaland below superseded,obsolete,or
development othersourcesrelatingtodevelopment, nolongerneeded,
materials operationandevaluationoftraining \ whicheverissooner.
systems AUTH:N1-AFU-90-3
16 periodiccurriculum periodiccurriculumbhistoriesprepared alpreparingoffices destroyafterSyears,or
histories bydirectorates,departments,or o whennolongerneeded,
divisionsoftheProfessionalMilitary whicheverissooner.
EducationResidentprograms AUTH:NI1-AFU-91-34
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NOTE(S):
1.NotapplicabletorecordsoftheAirForceAcademyoroftheJointMilitaryColleges.

2.TransfertotheNational ArchivesinS-yearblockswhenlatestrecordis25yearsold.

3 TheMA JCOMfocalpointforSecurityAssistance(SA)storesonecopyoftrainingmaterialsfordiscontinuedcourses
withpotentialforSAuse. TrainingactivitiesincludingANGand AFREScontact AFSAT/TO,HQACC/DOT,HQ
AMC/XOTT,orHQUSSTRATCOM/DON asappropriatetodetermineSAapplicability;andforwardssuchSAtraining

materialidentifiedonRecordsTransmittalandReceipt(SF 135)toMAJCOM.TheMAJCOMfocalpointforSAprovidesa
copyofthe SF135toAF SAT/TO,RandolphAFB,TX78150-5001.

These threg rules (mvolvmg temporary ele romc records) ply to all rules in the preceding tabley X C vy o _,Z( 7‘
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that replace
temporary hard
copy records

Rults ~n Jd hicde M P <u(
A B
If the records whnch
RULE | are or pertain to consisting of are then
a Electronic systems electronic records

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

form filler software

b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
T records where the seded, obsolete, or no long-
) hard copy records er needed for administrative,
- are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
c Electronic copies thatare destroy atter recordkeeping
' created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or

reference, whichever is later
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TABLE36-41 |

USAFAACNDEMICTRAINING |

B C D
R
U
L
E consistingof whichare then
1 Course formsforadministrationofclasses, ateachdepartment destroyatendof
Administration includingRequestforSpecial academicyearorupon
ClassroomRequirements,Requestfor completedaction,
CourseOfferingRestriction,Drop/Add whicheverissooner.
Authorization,Requestfor AUTH:NCI1-461-82-17
esectioning,PreliminaryCourse
OKReringlInformation,Requestfor
AcaJemicWaiver,Permissionto
Enrol\jnIndependentStudycourse,
andoth&grelateddocuments
2 CadetScores recordsof§coresonlabreports,case : destroyafter1yearor
studies,grafedreviews,finalexam, whennolongerneeded,
turnoutexamy,validationexams, whicheverissooner.
midterms,andgradedreviewof AUTH:NCI1-461-82-17
courseswithnofihalexam
3 Academic themes,researchpapers,graded destroy3monthsafter
Requirements recitations,gradedrdyiews,other endofsemesterin
gradedwork,labrepord¢andcase whichadministered
studies,finalexams,turnputand (SeeNote). AUTH:
validationexams,midterryexams,and NCls461-82-17
gradedreviewsforcoursesihwhichno
finalexamisgiven
4 Instructor's formsforrecordingrawscoresayd destroyafter1yearor
Worksheets gradesduringperiodbetween whennolongerneeded,
submissionofgradesatmidorend whicheverissooner.
semester AUTH:NCI1-461-82-17
] atPhysicalEducation destroyafter4
office academicyears.
AUTH:NCI-461-82-17
6 CadetGrades formsforreportingcadetgradesand \ atOfficeofthe destroyuponcompleted
errorsingrades %egistrax action.AUTH:NCI1-
461-82-17
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TABLE36-41 |
Continued. |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingﬁ whichare then
7 CourseEn¥pllment formsshowingstatusofcourse destroyafterlyear,
enrollments,suchas: Academic whensuperseded,or
ProgramSummary,Academic upongraduation,
Programchange,PermissionforLate whicheverissooner.
Enrollment,attendancerecordsand AUTH:NCI1-461-82-17
relateddocuments
8 CourseBooks coursesyllabus,lessonassignments, destroywhennolonger
handouts,testingmaterials,grade needed. AUTH:NC1-
\Sa:i stics,midtermandfinal 461-82-17
exyminations
9 FinalCourseGrade alphgandorderofmeritlistingsby atOfficeofthe destroyafter6years.
Sheet cours&{orcertificationascorrectbyall Registrar AUTH:NC1-461-85-3
10 othercopies destroyafter1yearor
whennolongerneeded,
whicheverissooner.
AUTH:NC4-461-82-17
11 AwardofTransfer formsauthorizin)}transferofcredit atOfficeofthe destroyl yearafter
ValidationCredit fromothercollege Registrar graduation. AUTH:
NC1-461-82-17
12 othercopies destroyafter3months,
orwhennolonger
needed,whicheveris
sooner AUTH:NC1-
461-82-17
13 academicadvisor correspondenceandrelatedrecyrds keptbyeachacademic destroyaftercadet's
records suchasgetwellplans,grades, advisor graduation. AUTH:
AcademicReviewCommittee N1-461-92-4
notifications,AcademicProgram
Summaries,counselingsessions
14 keptbyeachacademic destroyémonthsafter
advisorondisenrolled cadet'sdisenrollment
cadets date. AUTH:N1-461-
N\ 92-4
15 AcademicProgress computerprintoutandrelated ayCadetExamsand destroyafter
Report correspondenceofcadetAcademic Re\ords graduation,orwhenno
progress s longerneeded,

whicheverissooner.
AUTH:NC{-461-82-17

NOTE :Maybereturnedtocadetatdiscretionofcourseinstructor.
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TABLE36-42 |
USAFAATHLETICTRAINING |
A B C D
R
U
L IN\perecordsare
E orp\rtainto consistingof whichare then
1 Athlﬁcﬂ testformsforgradingperformancein atPhysicalEducation destroy30daysafter
Perforf\ance physicaleducationandanswersheets office endofacademicyear.
AUTH:NCI1-461-82-16
2 PhysicalEd\cation recordsondeficientcadets:i.e.,low destroyl yearafter
Performan . PEgrades,remedialswimmers,weight graduation.AUTH:
Counseling controlprogramrecords,athletic NI-AFU-88-11
: probationrecords,PhysicalEducation
Reviewcommitteerecords
3 IntramuralSeason \ formsmonitoringteammember's destroyafterlyear.
Participation attendance/participation AUTH:NC1-461-82-16
4 Intramural ormsrecordingcadet'sintramural
Competition participationandresults
5 OICSummary for\yspreparedoneachcourseand
subcdursetogetarithmeticmeansfor
acadenicyear
6 BasketballFiles scoutingheportsandbasketball atBasketballOffice destroyafterSyearsor
programs cht;_olstobeplayed whennolongerneeded,
whicheverissooner.
\ AUTH:NC1-461-82-16
7 RecruitedAthletes casefilesofrecruNed,potential atAthleticDepartment | destroyl yearafter
athletes,unsucces\{ulcandidates, ' graduationorlyear
enrolledanddeparteNcadetathletes aftercadetwouldhave
graduated. AUTH:
: NCI1-461-82-16
8 SportsContracts contractswithvariousinstiutionsfor atDirectorateof destroyafter25years
futurenegotiationsforfootby]1 Athletics (SeeNote). AUTH:
NC1-461-82-16
9 SportsFiles individualcasefilesbysport/schgol destroyafter4yearsor
usedformakingtransportation, whennolongerneeded,
lodging,andotherarrangementsfo whicheverissooner.
eachscheduledcontest;intercollegiate AUTH:NCI1-461-82-16
athleticcontestcontracts(except
football)
10 HomeFootballGame | reportsonfinances,weather \atDirectorateof destroyafter] Oyears
DayOperations conditions,personnelproblemareas, Athletics (SeeNote). AUTH:
andincidents \ NC1-461-82-16
11 (RESERVED) \ (RESERVED)
12 AthleticSchedule scheduleforeachsport \ destroywhennolonger
needed. AUTH:NC1-
461-82-16
13 SportsPublicity filesofforms,newspaperclippings,
Information picturesandarticlesonsportsand

cadets,coaches,andstaffwho
participateintheathleticprogramand
formsrecordingpersonalinformation

atSpoxtsinformation
Office

onenteringcadets

ot




These three rules (inv‘olving te:mporary electronic records) apply to all rules in the ‘precedin'g table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
T records where the seded, obsolete, or no long-
i hard copy records er needed for administrative,
- are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
c Electronic copies thaf are destroy atter recorakeeping
created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later

b3
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TABLE36-42 |
Continued. l
A B C D
R
U
L Iftherecordsare
E orpertain consistingof whichare then
14 PhysicalEduenion recordofallphysicaleducation atAthletic destroywhen
grades,physicalaptitudeexamination, Department,Analysis | supersededornolonger
swimtestscore,physicalfitnesstest, Division needed. AUTH:NCI1-
- andintramural/intercollegiate 461-82-16
-, \pérticipationforeachcadet
15 PhysicalFitnessTest | forwsrecordingresultsofcadet destroyafter4
. oo ph?s&{itnesstests academicyears.
) ’ AUTH:NC1-461-82-16
16 SquadronAthletic correspond¢nceandrelateddocuments SquadronAthletic destroyoncadet's
Advisor'sRecords Advisor'sOffice graduation. AUTH:
N1-AFU-88-11
17 CadetActiveWeight | physicalfitnessantweightcontrol forwardtoAthletic
Control form,notificationso DeptResearch/Analysis
underweight/overweightstatus, test Branchupon
results,graphs,counselinhgecords, graduation. AUTH:
andotherrelateddocument N1-461-82-16

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

created using

electronic mail and
word processing or
form filler software

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
thatreplace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
) temporary hard copy tronic records are super-
- records where the seded, obsolete, or no long-
hard copy records er needed for administrative,
. . are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
c Electronic copies that are

destroy afier recordkeeping
copy has been created and
filed or when no longer needed
for revision, dissemination, or
reference, whichever is later
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TABLE36-43 |

USAFAMILITARYTRAINING%

&

A B
R
U
L Iftherecordsare )
i isting whichare then
E orpertainto consistingof - ] .
i i ini fdaily atSEREoffice destroywhennolonge
1 SurvivalEvasion traininganddutystatusreporto onge
Resistancdgscape activities Zgi(.j;g.?mﬂ
(SERE)Daily§tatus
Report :
2 SEREGrade \ formsrecordinggradesforsurvnv'al'
Records andevasionincludingSERETraining
udentGradeRecordandEvasion
Redqrd — - |
3 BasicCadet formsapdreports,suchas:Incident/ atBCTmonitors destroyw! em;: lgg%er
Training(BCT) AccidemiReport, StrengthReport, offices deldgg.lg\UT ‘NCI-
Administration DutyStatusxeport
4 SummerTraining computershedts,programlists, forgraduatedcadets dest(;‘oy6_yea;sa§eHr'
Records = - °. | summerassignnintlists,completion gé llj:tGI;ms.z : :
recordsofgraduat ' R SER\;ED)
5 RESERVED) - : _ _
6 iesson/Brieﬁngand formsforevaluatingandcritiquing atMilitaryTraining destr(;ytl.iirzgct;rr::f:er
iti i i Division completi .
Critique writtenexercises completionofeourse

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

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
T records where the seded, obsolete, or no long-
) hard copy records er needed for administrative,
. . are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
c Electroniccopies that are aestroy after reCordxeepmg
: created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
form filler software reference, whichever is later
—
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TABLE36-44 |
FLYINGTRAININGRECORDS |
A B C D
R
U
L &:{recordsare
E orpertainto consistingof whichare then
1 tacticsgchniques, individualstudentandaircrewrecords, notregularflying destroy3monthsafter
anddoctrings includingvarioustypeaircrafton recordsrequiredby completionoftraining
instruction whichastudentischecked;statements AFI11-406 phase,providedflying
offlyingexperience;recognition timedataarepostedon
. testingforms;cockpit(blindfold) individualtrainingand
checklists;sequencerecords; flightrecords.
transitiontrainingproficiencyreports, (EXCEPTION:
. ightreperts,flightrecordwork AFROTCformsand
eetsandcardfilesonflyingtime, relatedpapersare
cheégkouts,recordsofairsickness, destroyedaﬁerZycarE.)
progigsschecksheets,phaseand AUTH:NI1-AFU-90-3
shmentcharts,ratingscales,
forstandardizationflight
checks,instNyctionchecksheets,
assignmentsh¥ets,requestsfor
trainingflightsaydassignmentof
aircraft,examinatons,and
questionnaires
1.01 AETCundergraduate destroyl yearafter
navigator(UNT), completionoftraining,
bombardier(NBT), provideddataare
andelectronicwarfare postedonindividual
officer(EWOT) trainingandflight
trainingrecords records. AUTH:N I-
AFU-92-28
1.02 AETCundergraduate destroyafter4years;or
pilottraining(UPT) lyearaftercompletion
recordsofpilotswith offlyingtrainingor
directflyingor requalificationtraining,
"banked"flying provideddataare
signments postedonindividual
trainingandflight
records;whicheveris
sooner.AUTH:N1-
AFU-92-28
1.03 logsandchartsforUP T,UNT,NBT Null destroyafter
andEWOTrecords completionoftraining.

AUTH:N1-AFU-90-3

o7/
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TABLE36-44 |
Continued. |
A B C D
R
U
L Iftherecordsare
E , | orpertainto consistingof whichare then
2\ trainingaidsusage recordsreflectingindividualprogress destroy3monthsafter
andtimecompletedinaLinktrainer; completionoftraining
Linktrainer-schedules;transition phase,provided
checkouts;requestsforassignmentto requiredflyingtimeis
training;instrumentprogressrecords; postedonindividual
extendedflightrecordsforinstrument flightrecords. AUTH:
training;instrumentquestionnaires; NI1-AFU-90-3
operationalcertificatesforblind
flying;schedules;activityreports
missionsheets;transitionflying
certificates;instrumentinstruction
sheets;andinstrumenttrainercharts
(trackflownbystudent);notrecordsof
individualaltitudechamberflights
3 synthetictrainer \ seetable21-5,ruled.
time AUTH:N1-AFU-90-3
4 flightinstructors flyingtrainingreportsandrecordsof destroyafter6months
records flyinginstructors,including (EXCEPTION:within
instructionlogs,airplaneassignment AETC,destroy6
sheets,flyingschedules,consolidated monthsafterthelPis
raderecordsandreports,flying placedonunrestricted
tginingreports,trainingstatuscheck IPorders). AUTH:N -
shaets,studentdispatchsheets, AFU-90-3
instkuctor'stimesheetsforstudent
requixements,recapitulationforms,
andstugentratioreports
5 aircrewinstruction flyingtrjiningrecordspertainingto destroyafterlyear,or
records simulate§combatoperations,briefing, ondiscontinuanceof
andinterrdgation,includingcombined activity,whicheveris
trainingrepyrts(recordofinterception sooner.AUTH:N1-
betweenbombersandfighters),crew AFU-90-3
flyingtrainin gynstructions,crew
status,combatckewprogress,combat
trainingmissionkeports,mission
6 aircrewqualification giveformspertaining
certificates memberhasdemonstratedsatisfactory topreviouslyassigned
performanceandknawlédgeof aircrafttoindividual
procedures,techniques,equipment, concerned,ormaintain
anddirectiveswhichwouldassuresafe asdirectedbythe
andsuccessfulaccomplishmentof MAJCOM,whenan
his/herflyingdutiesintheassigned individual'saircraft
aircraft \ assignmentischanged.
AUTH:N1-AFU-90-3
7 radarandbomb atofficeoforigin destroy6émonthsafter

2
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TABLE36-44 |
Continued.
A B C D
R
U
L Iftheregordsare
E orpertaluto consistingof whichare then
scoringsimylator obsoleteorsuperseded.
frequencybands AUTH:N1-AFU-90-3
3 atotherthanofficeof destroywhen
origin superseded,obsolete,or
nolongerneeded.
S . AUTH:N1-AFU-90-3
9 Reserveflight - ) seetable13-8. AUTH:
training  * .- \ . N1-AFU-90-3
10 flyingtraining reqortsofaircraftaccidents(in destroyafterlyear,or
reports ondiscontinuanceof
activity,whicheveris
sooner.AUTH:NI-
graduatiynclasses AFU-90-3
1 qualificationanswer completedinswersheetsto at destroyafterexam
sheetsandwritten qualificatiol instrumentexams Standardization/Evalu | scoresareenteredin
exams es ationOffice aircrewqualification
— : recordandcertified.
AUTH:NI1-AFU-91-43
11.01 open/closedbookezdms,instrument destroywhen
exams superseded,obsolete,or
e nolongerneeded,
whicheverissooner.
\ - AUTH:NI-AFU-91-43
12 trainingprogress AETCFormsZ40(flyingtrainY) destroyl Oyearsafter
individualcompletesor
discontinuesatraining
\ course. AUTH:NI-
A\ AFU-90-3

2




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

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

70



TABLE36-45 |
USAFAFLYINGTRAINING |
A B C D
= -
U
L Iftherecordsare
E orpertainto consi\{ingof whichare then
1 ManifestandMaster | formsfolxchedulingandverifying atAirmanship destroyafter25years
Jump Jjumprecor Division (SeeNote).AUTH:
NC1-461-82-4
2 IndividualJump casefileofeachihdividual'sparachute upondisenrollmentor
Record jumpsincludingth¢Advanced graduation,giveto
parachutingRecor individual. AUTH:
NC1-461-82-4

7l
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TABLE36-45 |
Continued. l
A B C D
R
U
L Iftherecordsare
E orpextainto consistingof whichare then
3 Paraci\ute recordspertainingtomaintenanceand destroyafter3years,
Mainte\ance reliabilityofparachutesandparachute whennolongerneeded,
relatedequipment whensuperseded,
whicheverissooner.
- i AUTH:NCI1-461-82-4
4 ParachutingDiily reportformaintainingrecordofdaily destroyafterlyear.
Operations - \..~ parachutepperations AUTH:NC1-461-82-4
5 JumpCertificati formsgatheringparachutejumpdata destroyongraduation
' fromparachutistsforcertification oreliminationofthe
studentfromtraining.
AUTH:NCI1-461-82-4
6 ParachuteLog \| formsforparachuterepacking withparachute destroyafterlifeof
parachute. AUTH:
\ NCl1-461-82-4
7 AirmanshipCourses | foyms,studentprogress,andrelated atAirmanship destroyafterlyearor
doc\ymentsforrecordingtrainingin Division whennolongerneeded,
airm\nshipcourses whicheverissooner.
AUTH:NCI1-460-82-4
8 (RESERVED) \ (RESERVED)
9 \
10 AircraftFlight formsrepon\jngsortiesinairmanship destroyafter25years
StatusandTime courses,JSAYAF orm0-588 (SeeNote). AUTH:
NC1-461-82-4
11 Airmanship formssummariiiigthepreviousdays destroyafter] year.
Activities activities AUTH:NCI1-461-82-4
12 FlightRecords formsrecordingcadgtsflightmissions at50thAirmanship destroy30daysafter
andgradedreviewsitviation TrainingSquadron endofsemester.
courses (S0ATS) AUTH:NCI1-461-82-4
13 AviationCourses fortnsgradingcadet'sflsghtmissions,
performance,andrecordigsultsof
trainingflightmissions
14 FlightRequestsand formsrequestingandloggink flights atAeroClub destroyafter3months,
Authorizations (cadet) orwhennolonger
S needed,whicheveris
sooner AUTH:NCI-
461-82-4
15 LifeSupport formsandrelateddocuments atLifeSupport destroyupon
Training recordinglifesupporttraining,bot Division graduation/disenrollme
initialandrecurring,servicingA/C nt,whicheverissooner.

AUTH:NCI1-461-82-4

NOTE:RetainatUSAFA forentireretentionperiod.

17




These three rules (involving tefnporary electronic records) apply to all rules in the ;.)recedin.g table:

A B C D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
SR records where the seded, obsolete, or no long-
B hard copy records er needed for administrative,
. - are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
C ETectroruc copies that are deswoy aller recorakeeping
: : created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
- form filler software reference, whichever is later
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TABLE36-46 |

USAFAAPPLICANT/CANDIDATERECORDS |

A B C D

R

U

L Iftherecordsare

E orpertainto consistingof whichare then

1 CandidateXolder correspondenceandformspertaining appointed forwardtoCadet
toeachindividualseeking ExamsandRecordsfor
appointmenttotheUSAFA suchas: inclusioninMaster
ChangeofAddress,ForActionMemo, CadetPersonnel

B Additional SourceLetter,Nomination Record. AUTH:NC1-

AcknowledgmentLetter,MissingData 461-82-12

R andDocuments,USAFACandidate

itnessTest Score,
mination/ApplicationforUSAFA,

WithdrawalCard,Applicant
Quetionnaire,highschool/college/
preptrinscript,acceptance/declination
forms

1.01 personaldgtarecord,candidate forwardtothe
activityrecord,USAFAcandidate Directorateof
evaluation,adissionpanelreview InstitutionalResearch
sheet,candidatywritingsample fordispositionlAW

table38-6.AUTH:
NC1-461-82-12
1.02 drugandalcoholabudecertificate forwardtoDirectorate
o ofCadetPersonnelfor
retentioninCPR-1.
AUTH:NC1-461-82-12

2 USAFAcandidateevaluatidyp,high notappointed destroyafterlyear
school/college/preptranscrigy, (Notel).AUTH:N1-
ACT/SATscores,retirementoNJers, AFU-88-10
deathcertificates,letterof
recommendation,nomineecard,e\c.

2.01 correspondenceandforinspertaini destroyaftereach
toeachindividualseeking admissioncycle.
appointmenttoUSAFAnotincluded AUTH:N1-AFU-88-10
inRule2

3 Admissions administrativerecordssuchas destroyafter

Administration ApplicantCards,Applicant admissionscycle.
Questionnairesonpersonsnotyet AUTH:NC1-461-82-12
candidates,etc.

4 CandidateforUSAF | nomineecardsandnominationforms destroyafterlyear.

Academy forcontactingprospectivecandidates AUTH:NC1-461-82-12

5 ReportofCandidate formsprovidedmembersofCongress destroywhennolonger

Status onfinalstatusoftheirnominations needed(Note2).
(Congressional) AUTH:NC1-461-82-12
NOTE(S):

1.Ifnotappointed,returnbirthcertificates,adoptionpapers,orotherlegaldocumentstoindividualafter1 year.
2.ForwardtoDirectorateoflnstitutionalResearchafter4years.(See T38-6,R1).

7



These three rules (invo]ving temporary electronic records) apply to all rules in the precedmg table} AC f(f}' ‘an
)’M?(’I QdbH_ dp ool G/Pﬁ"\J’o Rules /4 101 ¥ 29 Rulf et
A B D ,
If the records which 057 ¢ /7 40
RULE | are or pértain to consisting of are then R / e 1,0/
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
T - records where the seded, obsolete, or no long-
- hard copy records er needed for administrative,
are retained to meet legal, audit, or other opera-
recordkeeping - tional purposes
requirements _
C "ETecWonic copies that are destroy atier recordkeeping
: created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination; or
- form filler software reference, whichever is later
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TABLE3647 |
APPLICATIONSFOREDUCATIONALPROGRAMS |
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 applicationsfor recordsreflectingeligibil ity, forqualified destroyafterlyear.
officertraining suitability,physicalandmental applicantswhoenter AUTH:NI1-AFU-90-3
school(OTS), qualifications,statusofapplication, training
airmeneducation election,nonselection,interview
andcommissioning ardresults,acceptance,declination
program{AECP), _ ordjsqualification,andrelatedrecords
flyingtraining " reflegtingactionstakenbyexamining
X - andselsctingactivity
2 ’ forapplicantswho destroyafter6months.
failedtocomplete AUTH:NI1-AFU-90-3
processing
3 examination a\wversheets destroyafter lyear.
AUTH:NI1-AFU-90-3
4 routinecontrolcasis, AFITFortn0- destroyafter3years.
22,recordsreflectingdeclinationor AUTH:NI1-AFU-90-3
-- eliminationfromschodlorOTS
5 reportofphysical formsusedbyexamininggenterto atexaminingcenters destroyafter
aptitudeexam(PAE) | transmitresultsoftheP r admissionscycle(1
testing USAFAapplicants July).AUTH:N1-
. AFU-90-3
6 applicationsfor recordsreflectingeligibility, . atHQUSAF/INFP, destroy2yearsafter
intelligence suitability,statusofapplication, MAJCOMfunctional selectionboardaction,
educationprograms selection,non-selection,boardres l\ts, managers,and orwhennolonger
careerbriefs,actionstakenby \ supervisors needed, whicheveris
selectingactivity,andrelatedrecords later. AUTH:NI-
\ AFU-89-24

These three rules (involving temporary electronic recgrds) 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
bard copy records are superseded, obsolete, or no
retained to meet longer needed for
recordkeeping requirements administrative, legal, audit,
or other operational
purposes
< Electronic copies | thatare 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.

%



TABLE36-48 |

COMMUNITYCOLLEGEOFTHEAIRFORCERECORDS |

A B D
R \ '
U
L Iftherecordsare \ '
E orpertainto congsistingof whichare then
1 descriptionof conr\¢harts,plansofinstruction,and destroy4yearsafter
courses similan\gordsofcoursesconducted coursehasbeen
byAFando\yermilitaryservice inactivatedor
schools superseded. AUTH:
N1-AFU-90-3
2 studentenrollment copiesofexaminanbqreportsand destroyafterdatahas
inCCAFassociate trainingcertificates beenenteredondegree
degreeprograms r programprogress
report. AUTH:N1-
AFU-90-3
N\
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TABLE36-48 |
Continued. |
A B C D
R
U
L Iftherecordsare
E orpextainto consistingof whichare then
3 registrationapplicationforms,official forstudentswhohave destroy4 monthsafter
transcripts,andcorrespondence retiredorseparated studentretiresor
fromactivedutyand separates. AUTH:N1-
whohavenotjoined AFU-90-3
theANGorActive :
Reserve ]
3.01 . forstudentswhohave destroy3yearsafter
. notcommunicated latestcommunication
withCCAFfor3years fromthestudent.
AUTH:NI-AFU-90-3
3.02 forstudentswhohave destroyl calendaryear
completedprogram aftergraduation(See
requirements Notely. AUTH:N1-
. AFU-90-3
4 accreditationofAF self-studgrepdts,reportssubmittedto atCCAF destroyafter50years
schoolsorcourses accreditingassosjations, administrativecenter (note2). AUTH:N1-
correspondencetoyndfrom AFU-90-3
accreditingassociatignofficials,and
: relatedrecords
5 (RESERVED) N (RESERVED)
6 articulation formalagreementsorothe destroyafterlyear,or
agreements memorandaofunderstandinfswith whensuperseded,
civilianinstitutionsforrecogni\jonof whicheverislater.
CCAFstudentsandgraduates AUTH:NI1-AFU-90-3
7 degreeprogram completeddegreeprogramprogr?s\ destroyafterSOyears.
reportandrelevantapprovingrecord AUTH:NI-AFU-90-3

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

A B C D
If the records ' which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
i that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
electronic records destroy when the agency
that supplement determines that the elec-
_ temporary hard copy tronic records are super-
- o = records where the seded, obsolete, or no long-
] hard copy records er needed for administrative,
. are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
T ETECTyonic copies thaf are

created using

electronic mail and
word processing or
form filler software

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

18



TABLE36-49 |

USAFAPREPARATORYSCHOOLRECORDS

\

NCI1-461-82-13

A ) C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 StudentRecordCard | dataoneachstuden atPreparatorySchool destroyafter30years
(SeeNote).AUTH:
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TABLE36-49 |
Continued. |
A B C D
R
U
L Iftherecordsare i _
E orpertaintQ consistingof whichare then
2 PrepSchool formsandotherrecordsfor destroyattheendof
Administration administrationofthePrepSchoolsuch academicyear,orwhen
asStudentEnrollmentQuestionnaire, nolongerneeded,
MilitaryTrainingEvaluation whicheverissooner.
T Worksheet,Instructor'sComments, AUTH:NCI1-461-82-13
i nstructorsGradeSheet,Physical '
R . essProgram,ReportofOffense,
MedjcalStatusReport,SignIn/Out
Registers,FlightEvaluation,
IndividdalRecordofOffenses
3 PreparatorySchool corresponyenceandforms Retan af USAF
Folder documentinygstudent’sacademic Academy qnd Je,f,a)
historyandrelitedactivitieswhileat after 30years.
thePrepSchool AUTH: NJAFU-0)-2
4 RegularAirmen Trainingrecords(q FForms623, atPreparatorySchool returntherecordsto
-} Records 991),WeightManajementRecords ondisenrolledstudents | theindividualfor -
(AFForm379),Safetyrecords(AF handcarrytonext
Form1285),Small training(AF permanentdutystation.
Form1360),MotorVehicieOperator AUTH:N1-461-82-13
QualificationsandRecord
Licensing,Examinationan
Performanceandotherrelated{ata
pertainingtoregularairmenatt
theprepschool
5 atPreparatorySchool forwardrecordsto
ongraduates CadetPersonneloffice
forappropriate
disposition AUTH:
N1-461-82-13

NOTE:RetainatUSAFAcademyforentireretentionperiod.

g0




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 | thatare 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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TABLE36-50 |
EDUCATIONSERVICESPROGRAM _|
A B C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 indivi forms,supportingrecordsforentries sendtoMPFrecords
educationyleveland | ofcompletedcoursesofstudy, custodianfor
progress transcriptsorphotostaticcopiesof dispositionper AFI36-
highschoolandcollegecredits,and 2608 (seetable36-12,
unofficialcopiesof DANTE Sand ruleslandl.l).
othertestreportswhichareachronicle AUTH:NI1-AFU-90-3
-0 ofeducatipnallevelandprogress
2 requestsfortuition |\ formsandotherrecords atbaseeducation destroyafterinvoices
assistance officeswith havebeenpaidand
appropriateschool finalgradesbeen
contractinvoices recordedinIndividual
RecordEducation
ServicesProgramform.
AUTH:NI-AFUF-93-2
3 recordssupporting
consolidatinggrade
sheets
4 casesof
noncomplianceor
failure
5 DANTES applicationsfortests,tes\\ngactivity destroyafter2years.
andinventoryreports,and\jmilar AUTH:N1-AFU-90-3
forms; whichareinformatio\alcopies
offormssupportiveof DANT
activities
6 EducationServices formsandsupportingrecords atHQ destroyafterSyearsor
ProgramReport USAF/MAJCOMsor whennolongerneeded,
baseeducationoffices whicheverislater.
AUTH:N1-AFU-90-3
7 memorandumof agreementsandchangesthereto \ atMAJCOMsorbase destroy2yearsafter
understanding educationoffices terminationor
cancellationof
institutionalprogram.
AUTH:N1-AFU-90-3
8 educationrecords applicationsandrelatedrecords destroywhennolonger
notcoveredabove prescribedbyAFI36-2306suchas needed. AUTH:N1-
Bootstrapapplications;notrequiredto AFU-90-3
befiledinthepersonnelrecordgroups
perAFI36-2608 \,

§2




¢ Hot
These three rules (mvolv1\rllg emporary elec ;uc records) apply to all rules in the precedmg tabley ¢XC €

form filler software

zules ¢ mr/‘) 0 /’c./e /:
A
If the records whlch
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
temporary hard copy tronic records are super-
- records where the seded, obsolete, or no long-
- hard copy records er needed for administrative,
. are retained to meet legal, audit, or other opera-
recordkeeping tional purposes
requirements
C Elecironic copies that are destroy atter recordkeeping
: created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or

reference, whichever is later
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TABLE36-51 |

DEPENDENTS'SCHOOLRECORDS |

A B , C D
R
U
L Iftherecordsare
E orpertainto consistingof whichare then
1 historicalprogram operatingpolicies,curricula,teaching dispositionpending.
methods,andsimilarrecords AUTH:Unscheduled
2 adminigtration recordspertainingtointernal notcoveredinother destroyafter3years.
administration;schoolevents; tables,e.g.,supply AUTH:NI-AFU-90-3
athletics;honorstudents;parent-
teacherandotherorganizations;
teachersnotices;student
transportation;civilianemployeespay,
leave,attendance,travel,andother
personnelmatters(exceptemployee
recordcards);termreports;cost
accounting;losttextbooks;requeststo
x&f)ortingcommanderformaterials,
repairsandsupplies
3 classregisterbooks \
anddailyattendance
registers
4 absence,tardiness, hallpasses destroyatendofeach
andpasses day. AUTH:NI-AFU-
90-3
absent;passslips;andcomparable
records
5 absenteereports destroyafter60daysor
whennolongerneeded,
whicheverissooner.
AUTH:NI1-AFU-90-3
6 classreentrypermits destroyatendofschool
yearorwhennolonger
needed,whicheveris
sooner. AUTH:NI-
AFU-90-3
7 notcoveredinrules4, destroyafterlyear.
5,and6 AUTH:NI-AFU-90-3
8 attendanceand periodicstatistical,monthly \
strengthreports enrollment,andotherreportswhich
areteachersreportstoprincipals \
9 secondaryschool reportscompiledfromclassregister )
classreports booksandaresourcerecordsfrom
whichindividualstudentpermanent
recordsispreparedand/orextractedon
request )

a4
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TABLE36-51 | '
Continued. |
A B C D

R

U

L Iftherecordsare

E orpertainto consistingof whichare then

10 enrollmentdata applicationforenrollmentoftuition destroyl yearafter
student;coursepreferencesignedby graduation,withdrawal,
parent;admissioncard;transfercard,; transfer,ordeathof

\ dropcard;andsimilarrecords student. AUTH:NI-
- . AFU-90-3

11 individualstydent acumulativerecordsofstandardized completedon holdattheschoolfor5

permanentrecQrd achievemgnt,mentalabilitytests, graduationor yearsaftergraduation,

andtranscript yearlygradeaverage,attendance,and withdrawalofstudent; | withdrawal,transfer,or

(grades9through similarinformationmaintainedforthe andcopiesof deathofstudent,then

12) individualstudent transcriptsfurnished retiretoWNRCfor

secondaryschools, disposalafter70
colleges,and additionalyears.
prospectiveemployers | EXCEPTION:On

uponspecialrequest inactivationofschool,
transfertoDistrict

Officewheretheywill

behelduntilendof53-

yearretentionperiod
andthenretiredfor

remaining70years).

. AUTH:N1-AFU-90-3

11.01 | individualstudent transferredatthe destroyl yearafter

record(grades requestofthestudent's graduation,departure

kindergartenthrough newprincipal fromcommand,

8) withdrawalfrom
school,ordeath,
whicheverissooner.
AUTH:N1-AFU-90-3

12 studentpersonnel healthdata;absencereportsan

record correspondencewithparentsreghrding

absence;recordsofachievementsand
aptitudetests;notesonactivities,
hobbies,andspecialinterests,
miscellaneousinformationusedby
studentcounselors A

13 reportstoparents scholasticgrades,personalitytraits, givetoparentsatend

andcertificatesofpromotionorfailure ofschoolyear,on
transferofstudent,or
ondeparturefrom
command.AUTH:N1-
AFU-90-3

14 (RESERVED) (RESERVED)

15 SectionSixschools registers,elementaryschool schoolretains;on
cumulativerecordcards,andother discontinuanceof
records school,transferto

departmentof
educationof'statein

5%
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TABLE36-51 |
Continued. i
A B D
R
U
L Iftherecordsare
E orpertainto consistingof _ whichare then
\ whichschoolislocated.
AUTH:N1-AFU-90-3
16 accountingof \ recordsindicating(1)thepartieswho holdwithspecific
disclosuresof averequestedorobtainedthe studentrecordsto
personally ikformationand(2)thelegitimate whichtheypertainfor
identifiable _- .-. | intygeststhesepartieshadin thelifeofthose
information(General | requ tingorobtainingthe records,orforSyears,
EducationPrevisiéns tigr(doesnotapplyto whicheverislonger,
Act) disclosu¢toaparentofastudentor anddisposeofin
udent,disclosures accordancewith
writtenconsentofa applicablerules.
parentofastudintoraneligible AUTH:N1-AFU-90-3
studentwhenthéconsentisspecificas
totheparticipantstowhomthe
disclosuresaretobemade,disclosures
- toschoolofficials,or§isclosuresof
directoryinformatio

These pthr rules (involving temporary electronic recqrds) apply to all rules in the preceding ta
Lulls (,,7'44/::'1454 C A n} Cwplvy 10 /’U«/t_o /. EQ}JP a4
A B Cc” D
If the records which
RULE | are or pertain to consisting of are then
a Electronic systems electronic records destroy on expiration
that replace _ of the retention period
temporary hard previously approved
copy records for the corresponding
hard copy records
b electronic records destroy when the agency
that supplement determines that the elec-
_ temporary hard copy tronic records are super-
- = records where the seded, obsolete, or no long-
] hard copy records er needed for administrative,
. are retained to meet legal, audit, or other opera-
reco.rdkeeping tional purposes
requirements
c ETlectronic copies thatare destroy alter recordkeeping
: created using copy has been created and
electronic mail and filed or when no longer needed
word processing or for revision, dissemination, or
- form filler software reference, whichever is later
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