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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

JOB NUMBER • 
Nl-AFU-02-12 

\_
� 

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
Date recei ed 

1

S- JO Od-
1. FROM (Agency or establishment) 

Department of the Air Force NOTIFICATION TO AGENCY 

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approved" or "withdrawn" in column 10. 

DATE 

2. MAJOR SUBDIVISION 

Communications and Information 
1-------���-------------------l 

3. MINOR SUBDIVISION 

Enterprise Information Resource Management Division 

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

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

DATE 

9 

7. ITEM NO. 

[gl is not required D is attached; or 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

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

D has been requested. 

TITLE 

Air Force Records Officer 

9. GRS OR 
SUPERSEDED JOB 

CITATION 

10. ACTION TAKEN 
(NARA USE ONLY) 

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

a 

b 

A 
\If the records 

are nr n"rtain tn 
Electronic systems 

R 

rnn!!iidino nf 
electronic records 

that replace 

temporary hard 

copy records 

electronic records 

that supplement 

temporary hard copy 

records where the 

hard copy records 

are retained to meet 

recordkeeping 

requirements 

C 
which 
arP 

D 
' " 

then 
destroy on expiration 

of the retention period 

previously approved 

for the corresponding 

hard copy records 

destroy when the agency 

determines that the elec-

tronic records are super-

seded, obsolete, or no long-

er needed for administrative, 

legal, audit, or other opera-

tional purposes 

C t1ectromc copies mat are 
created using 

electronic mail and 

word processing or 

form filler software 

oestroy aner recor01eeepmg 

copy has been created and 

filed or when no longer needed 

for revision, dissemination, or 

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 
permanei:it 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 c do not apply to: 

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

\- b 
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TABLE36-26 I 
POLICY,GENERALAUTHORITY ANDGENERALMANAGEI\IENT I 

A B C D 
R 
u 
L lftherecordsare 
E orpertainto1 basicprogram 

records 

2 

consistingof 
HQUSAF dMAJCOMrecords 
reflectingba · delegationsof 
authority( com tsandcoordination) 
anddevelopmento licies, 
proceduresandmeth for 
conductingallphasesoftH F 
civilianpersonneladministr ion 
program 

' 
, 

(RESERVED) \ 

whichare then 
wageschedules, permanent;retainat
resolutionoffield- accumulatingoffice
referredmatters, duringitsexistence 
studies,reportsand (SeeNotesland2). 
otherrecordsforming AUTH:NCI-AFU-80-8 
thebasisfor 
development, 
managementand
continued 
improvementofthe 
program 

(RESERVED) 

2 
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TABLE36-26 
Continued. 

A 
R 
u 
L Iftherecordsare 
E 
3 

4 

wageadministration 

B 

consistinoof 
recordswhichprovidethebasisfor 
personnelprogramadministration 
authorityandwhichsupportthelegal 
andadministrativevalidityof 
personnelandpayactions 

\ 

individuallyapprovedpositio 
classificationguidesandadviso 
allocationsusedasprecedentsfor 
GeneralScheduleandWageSched 
positions 

wageschedules,overseasdifferential 
rateapprovals,andotherpay 
adjustmentauthorizationresulting 
fromlegislationorotheracross-the­
boardadministrativeaction 

C 

whichare 
authoritiesto 
administerUScitizen 
and/ornon-UScitizen 
employees,suchas, 
butnotlimitedto,base 
commander'swritten 
designationsof 
ci vi I ian personne I 
officer{CPO)and 
incumbentsofother 
positionstosign 
personnelaction 
records;Officeof 
Personnel 
Management(OPM), 
HQUSAF,or 
MAJCOMexceptions 
orauthoritieswhich 
providebasisfor 
specificactionsor 
operations, butwh ich 
arenotappropriatefor 
inclusioninacasefile; 
recordsorother 
actionsordecisions 
whichareprecedent­
settingforfuture 
o erations 
field-originated 
advisoryallocations; 
ten tati vedraftsof 
classification, 
qualificationor 
occupational standards 
furnishedbyOPMfor 

ation,and 
correspondence 

tainedwith 
ntowhichit 

personnela tions 
whichmayr uire 
reconstructio ta 
laterdate 

D 

then 
retainattheCPF 
duringitsexistence;on 
inactivationtransferthe 
filetogaining 
organ izationoractivity 
assignedresponsibility 
forclosingoutcivilian 
personnelrecords. 
Destroywhennolonger 
needed.(SeeNote5). 
AUTH:Nl-AFU-90-9 

destroywhen 
supersededby 
publishedstandardsor 
otherprecedent 
decisions;orwhen 
obsolete,nolonger 
neededoron 
inactivationofoffice. 
AUTH:Nl-AFU-90-3 

retainattheCPF 
duringitsexistence;on 
inactivationtransferthe 
filetogaining 
organizationoractivity 
assignedr nsibili 

5 
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TABLE36-26 IContinued. I 
A B C D 

R 
u 
L lfthe cordsare;teE orper into consistin2of whichare thenforclosingoutcivilian personnelrecords.Destroywhennolongerneeded.(SeeNote5). -.- AUTH:Nl-AFU-90-9.6 -. " allwage destroyafter 

. .  administration records completionofsecond.. .. · ... _· . notcoveredinrule5 succeedingwage► survey.AUfH:N 1-I\ AFU-90-3 
7 CPFmanpower rep tsandcorollaryrecords periodicstaffing destroy2yearsafter managementreports analyses,special e ff ectivedateofreport. analysesforHQUSAF AUTH:Nl-AFU-90-3andMAJCOM 
8 

-
-_Official Personnel Folder(OPF) 

employeemedical 

,nOPFfo,oachs •mplo;«, 
:�recordingemploy. 'sfederalworkhistoryandcivilse estatus 

\

\ 

\ 

surveys,andforsnecialproiectsatCPFs transferfoldertoNationalPersonnelRecordsCenter ,St Louis,MO,30daysafterseparation.NPRCwilldestroy65yearsafterseparationfromF ederalservice. AUTH:Nl-AFU-90-3seeT41-12,R3. 8.01 

9 

l0thru 

folder(EMF)IntergovernmentalPersonnelAct(IPA)assignments 
(RESERVED) 

\ 
copiesofassignmentag,eementsand \ otherrelatedrecordsaccumulated duringtheassignment notappropriateforfilinginOPFiftheassigneeisanAFemployeeorappointedanAFposition 

AUTH:GRS1,ITEM21A l  destroy2yearsafterassignmentends,orat endofperiodofobligatedservicerequiredofanAFemployeereturningtohis/herposition, whicheverislater. AUTH:Nl-AFU-90-3 
13 \ (RESERVED)non-UScitizensin recordsonalldirect-hirenon-US basicallyth ameas disposeofasspecifiedforeign areas citizensinforeignareas,andallsuch thosemainta edfor forrecordsofotherindirecthiresexcludingthosecovered otheremploye ' employees(orinabyrule16 adaptedtomeet cal mannerthatwillsatisfyneeds peculiarrequirementsinadministeringnon-UScitizensinthehost country).AUTH:Nl-AFU-90-3 
14 
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TABLE36-26 I 
Continued. IA 

R 
u 
L Iftherecordsare 
E orpertainto 
15 (RESERVED) 

\ indirect-hirenon-US 
citizensinFederal 
ReoublicofGermany' 

B 

consistine:of 

recordsofindirect-hirenon-US 
citizensintheFederalRepublicof 
Germany 

C 

whichare 

OPFsadministeredby 
theCPFintheFederal 
RepublicofGermanv 

D 

then 
(RESERVED) 
destroy3yearsafter 
separationofemployee. 
AUTH:Nl-AFU-90-3 

17 (RESER.VED)
- -18 ployee -

nsideratlonfil�sre·. -
negativedeterminationsofacceptable 
levelofcompetenceforwithin-grade 
increasesandbasisthereof;employee's 
writtenrequestforreconsideration; 
reportsofinvestigation, written 
summariesortranscriptsofany
personalpresentationsmade; final 
decisiononrequestsfor 
reconsideration 

(RESERVED) 
destroy l yearafterdate 
offinaldecision.(See 
Note4.)AUTH:Nl-
AFU-90-3 

19 (RESERVED) \ (RESERVED) 
20 manning 

authorizations \ ·. 
\'

\ 

unitmanningrecords,qianpower 
authorizationlistings/vouchers,or
letters 

' 

allocationsof 
manpowerspaces 
issuedbythe
manpoweroffice 

destroy6monthsafter 
supersession .A ui'H: 
Nl-AFU-90-3 

21 fileofofficial 
oublications 

�ersededcopiesofFederalPersonnel 
nualandAFregulatorymaterial 

seetable37-14. 
AUTH:N l-AFU-90-3 

22 FederalEmployees'
CompensationAct 
log 

we lylistingofinjuriesusedasa 
chec fileforallcasessenttoOfficeof 
Work s'CompensationPrograms 

atCPFs destroy3yearsafter 
terminationof 
compensationorwhen
deadlineforfilinga
claimhaspassed.
AUTH:GRS1,ITEM31 

23 Federal Employees' 
CompensationAct
casefiles 

lettersandco iesofformsand 
statementsfor chcaseusedasa· 
checkfileforall sessenttothe 
OfficeofW orkers ompensation
Programs,excludi copiesfiledin
theEmployeeMedic Folderand 
copiessubmittedtothe epartmentof
Labor 

24 evaluation/inspection evaluationofcivilianpers nel evaluationsconducted destroyafter2
managementandadmi!listr lion byHQUSAF consecutivereports
reportsandsignificantrelate ecords havebeenfiled. 

AUTH:Nl-AFU-90-3 
25 ' atmajorsubordinate destroyl yea rafter 

commands nextlikeinspectionor 
after3years, whichever 
issooner.AUTH:N 1-
AFU-90-3 

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

27 personnelstrength end-of-month(EOM)fiscalyearreport \Sedtoderivecivilian retireaspermanent 
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28 

AFl'r/AN37-1391March1996 

TABLE36-26 
Continued. 

A B C 

R 
u 
L 
E consistinaof whichare 

offederalcivilianemploymentand strengthandfull-time 
�co"-r_o_ll _a.....__e_ c_o _rd_s _______---1 equivalentsoftheAF 

th fiscal q uarterreporto f 
· anemploymentand 

C rds 

29 end-of-mo onthlyreportof 
federalcivillan loymentand 

extractsofMonthlyReport at30 
CivilianEmploymentforms, MAJCOMs/FOAs/DR 
records,andcorollaryrecords Usand/orCPFsto 

derivecivilian 
personnelstrength 
statistics for 
commandersandkey 

ana ementofficials 

N_OTE(S): 
1.Whenrecordsbecomebackgroundmaterial toapubl ication, theyarehandledaccordingtotable3 7-7. 
2.TransfertotheNationalArchivesin5-yearblockswhenthemostrecentrecordsintheblockare25yearsold. 
3.TransfertotheNationalArchi vesin l 0-yearblockswhenthemostrecen trecordsintheblockare20yearsold. 
4.Whenaclassactioncomp lain tisfi led,refertotable36-29 ,rule2. 
S.YouarenotauthorizedtoretiretheserecordstoanyFederalRecordsCenter. 

D 

then 
(SeeNote3).AUfH: 
NCl-AFU-81-48 
destroyafterSyears 
unlessruleforfiscal 
yearapplies.AUfH: 
Nl-AFU-90-3 
destroyafter2years 
unlessruleforfiscal 
yearorfiscalquarter 
applies.AUfH:Nl­
AFU-90-3 
destroywhenobsolete, 
supersededomolonger 
needed.AUfH:Nl­
AFU-90-3 
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C 

These three rules (in�olving �emporary electronic recprds) apply to all rules in the preceding tablej fXce/ 1 f�(;f1. L
J< '1 /,es � n a.ptp y "b l. � 

J 
C,n 27/M 1-1 f'_ c_ t(J 

A B C D f.. u lrs· I. li 
If the records which J J 

RULE are or nertain to consistin� of are then t1"'d 'J-7,
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 requirementshlectromc copies thar are aestfoy a---iter recorUKeepmg created using copy has been created and electronic mail and filed or when no longer needed word processing or for revision, dissemination, or form filler software reference, whichever is later . 

. 

7 
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TABLE36-27 •· •----... .•.I , ._, .  , .

STAFFING I "' 'A B C D 
R 
u 
L 
E 
1 

Iftherecordsare 
orpertainto 
applicantsupplyfile 

,...,.� whichare 
employmentapplica · onsfrompersons 
seekingappointmento ideofDPM 
registersorasaresultofloc 
delegatedhiringorexamini 
authorities,rostersindexedtot 
applications,authorizedraciala 
ethnicidentificationsandrelatedd a 

then 
disposeofaccordingtoFPMguidanceandOPMagreements(See Note2),AUfH:Nl-
AFU-90-3 

1.01 CivilServiceReform 
Act(CSRA) 
delegatedauthorities 

n,ro,d,onthetypeofaction, \ 
processingtime,nameofpersonwho 
authorizedfinalaction,dateof 
decisionandbriefstateme11tsetting \ 

forththerationaleforthedecision 

destroyafterauditby 
OPMandAF 
evaluators.AUTH: 
Nl-AFU-90-3 

g 
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TABLE36-27 
Continued. 

ap 

I 
I A B C D 

R 
u 
L 
E 
2 

2.01 

3 

4 

�,,,o,cha,, 
or rtainto 
<RES€RVED) 
jobele

f�qualific · ons 
questionn · res 

-OPMcertific s -
. -

appointee 
availabili�yinquiry 

consistine:of 

eachRequestforCertificatesubmitted 
toOPM,eachCertificateofE!igibles 
issuedbyOP_M,andrelatedpapers 
regardingobjectionstoeligibles, 
reasonsforpassingoverveterans,and 
copiesofSFs 1 7 1  
orrespondence, telegrams, andrelated 

ersconcemingavailabilityof 

whichare 

acceptedappointments 

then 
(RESERVED) 
destroy2yearsafter 
supersession.AlTfH: 
N l-AFU-90-3 
destroywhen2years 
old(SeeNote2). 
AlTfH:N l-AFU-90-3 

destroywhen 
individualenterson 

records intees duty.AUTH:Nl -AFU-

- 90-3-

5 declined retumtoOPMwith 
appointments, when repliesand 
namesarerecei ved applications.AlTfH: 
fromcertificateof N l-AFU-90-3 

' 
eligibles 

6 declined filewithapplication 
appointments, when (SeeNote2).AUTH: 
offer·sweremadefrom Nl -AFU-90-3 
applicantsupplyfileof 
theinstallation 

7 examinations 

8 

9 

OPMexaminationrecords \AFtestbooklotsinwhi<hanswe
havebeenrecorded,andcomplete �
testanswersheetshavebeenpostedt 
individual'srecords 
testrecordsforindividualemployee \
showi�gallcurrentauthorizedAFtest 

seeFPM.AUTH:Nl-
AFU-90-3 
destroyafter3months. 
AUTH:Nle-AFU-90-3 

forwardwithOPF 
whenemployeeis 

scoresattainedbytheemployeeand reassignedwithinthe 
maintainedinhisorherOPF(see AF;destroyl yearafter 
table36-26)orinaseparatefile employeetransfersor 

separatesfromAF(See 
Note2).AUTH:Nl-
AFU-90-3I\

9.01 semiannualorotherinventoriesoftest destroyafter' material completionofnext 
, inventory.AlTfH:Nl-

AFU-90-3\ 
9.02 examination mastercopyofth�testsandannual withAFTost\rnl destroywhen 1 Oyears 

testinventory Officer old.AUTH:Nl-AFU-
90-3 

promotions recordsofindividualpromotion destroy5yearsafter 
actions, incl udin 2workrecords, iob oersonnelactionor\ 10 
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u 
L �•mordm• 
E ertainto consistin2of whichare thenanalysis,PromotionEvaluation auditbyOPM,Pattems(PEPs ),andfi lesshowing whicheverissoonerhowcandidateswereratedandranked (SeeNote2).AUTH: whicharesufficienttoallow NI-AFU-90-51 -- reconstructionforpurposeof

--- - determiningcompliancewithlocal, AFandFederalMeritPromotionPlans . -
10.01 . PEPsforuseincentrallymanagedAF atAFCPMC,career deletefromdatasystem careerprograms program branch whensupersededorrevisedbynewPEP; destroyhardcopyafter 5years(SeeNote2). AUTH:Nl-AFU-90-5 1\ 
10.02 cordsofspecificjobanalysisrecords destroywhen 

- us dinvalidationofPEPsandother supersededor5yearsrec ds( i.e.,SFs52,certificates,etc.) afterstaffingactionis used rcareerprograrrireferrals completed, whichever islater(SeeNote2). AUTH:Nl-AFU-90-51 
11 recruitment recordsp rtainingtorecruitmentand atAFCPMC destroy5 yearsafter selection federalemploymentwith personnel action or theAirForc i.e.,interview auditbyOPM,evaluation,p erworkshowinghow whicheverissoonerapplicantwasr edandranked, (SeeNote2).AUTH: 

11.01 

12 

handicapped individualappointmentcase files 
reduction-in-force 
federal equal 

authorizedracia ndethnicidentifications,re me,andrelatedrecords)certificationfromthe teransAdministrationoraStat Vocational RehabilitationAgency; dicalexaminationpertainingtot e applicant'saccommodation equired foremployment;copyofthe employee'sSF50-B,SFI 71, descriptionofduties,andotherre led records 
«tontion,eg;sto,,,notioetoemploandworkcardswhicharelists 

;preparedbeforereduction-in-forceforeachcompetitivelev:elaffected,and relatedrecords jobinterestsheets/cardsofwomenand 

atCCPOs 

tCPFs 

Nl-AFU-90-5 1  destroyafter5yearsfromdateofapproval/disapproval. AUTH:Nl -AFU-90-3 
destroyafter2yearsifnoappealisfiled;if appeal isfiled,seetable 36-29(SeeNote2). AUTH:Nl-AFU-90-3 disposeofin13 opportunityrecruitment 

Federa!Equal 
protectedminoritygroupsfor occupationsthatar,elistedas underrepresentedininstallation Federa!Equa!Opportunity RecruitmentPlans determinationsforeliminating 

accordancewithOPMguidance(SeeNote2). AUTH: N l-AFU-90-3 seerulel9. IAUTH: 14 

lo 
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C TABLE36-27 I 
Continued. I 

R 
u 
L 
E 

15 

16 
17 

A 

Iftherecordsare 
orpertaintortunity���Re uitmentPlan ree loymentpriori list 

- -- --
. -. .. (RESERVED)s\ ove,,,eas,ecruihn\requests 

B 

consistingofunderrepresentationandprioritiesforaccomolishmentlistofnamessupportedbysupervisor's recordofemployee(AFFonn97 l)orsupervisor'semployeebrief 
. 

mastercopiesofoverseascivilian 

whichare atCPFs 
atoverseasCPFs 

D 

thenNl-AFU-90-3 destroyafterexpirationorlossofemployee'sreemploymentrightsorafterfinaldecisiononapendingappeal,whicheverislaterAUTH:Nl-AFU-90-3 (RESERVED)destroy1yearafterpersonnelrequestswithposition descriotionattachedrecordspertainingtorecruitmentand servicingtheposition positionisfilled.AUTH:Nl-AFU-90-3 d 1year after 18 

18.01 

19 

19.01 

individualrecruitmentcasefiles \ 

employeesselectedforassignmentoverseas granted retumrightstoUSaffirmati veacti ons forminoritiesandwomenanddisabled 

l\onfo,ovmmemployment 

eopie =ing,ecocds(SF508), transpo ationagreements,position �descripti s,employmentagreements, 
cl� eommitteems ogrnm,etivities, recordsofcom nitycontacts,sexual�harassmentrecor s,reportsand supportingpapers gardingstatusof emolovmentAl!innativeEmp!includingDevelopmen Opportunity � 

atCPFs 
atMAJCOMsandbelow 

estroy expirationofemployee'stransportationagreement.AUTH: Nl-AFU-90-3 destroyafterretumofemployeeor1yearafterretumrightsareterminated.AUTH:Nl-AFU-90-3 destroyafter3yearsor whensupersededorobsolete, whicheveris applicable.AUTH: Nl-AFU-90-3 destroy5 yearsfrom dateofplan.AUTH: Plan,FederalEqualOpp nityPlan, Nl-AFU-90-3 etc. 
19.02 unifonnguidelines EEO,n,!ysiswo,ksheetss atAffirrnative destroywhen5yearson employee statisticsdealingwithapplic tand Employmentoffices old(SeeNote2). selection procedures candidateflowbyrace,sexand thnic AUTH:Nl-AFU-90-3 group
19.03 annualadverseimpactdetennin:�nsandanalvsisofaltematemethods 
19.04 mul�ofw!iditystudiestoinelude recordsofjobanalysis,PEPvalidation �referralrosters,Promotionand PlacementReferralSystemStatistics 

20 retiredmembersof recordsofappointmentsandproposed \ destroy5 years after theuniformed appointmentswhichweredisapproved closeofyearinwhich services employeewasappointedoraooointmentwas 
\ II 
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TABLE36-27 I 
Continued. I 

B C DA 
R 
u 
L If��ecordsare 
E or tainto consistin2of whichare thendisapproved.AlJfH:N\ 1-AFU-90-3 
21 employe lacement individualcasefilesofemployees atAFCPMC destroy2 yearsafter assistance registeredincareerprograms registran tisremoved fromtheprogram(See

.. . Note2).AlJfH:Nl-AFU-90-3CivilianC::areerEnhancement atCPFs deletefromdatasystem Program(RegistrationandPersonal 21.01 
.' •· whensupersededby AvailabilityForm),CentralSkills newgeographicBankRegistrationandGeographic availabilityformsor 

l\l•bHii,Fonn uponemployee's withdrawalfromthesystem. A lJfH: N 1-AFU-90-3 -
21.02 hard�yrecords destroyafter2years.AUTH:Nl-AFU-90-3 

22 "stoppes rec,lvedand"'"'"'lsof destroy2yearsafteranypositi sinthepaycategoryseries registrantisremoved andgrades the"stopperlist"during fromtheprogram.thetimelistsa einforce AUTH:Nl-AFU-90-3 
22.01 lndlvldw,ls emplo,ee,registeredinthe ODPriority jPlacementProgra andthe AutomatedOverse Employment Referral Program 
22.02 recordsrelatedtoDO announced atMAJCOMs destroy2yearsafter baseclosure,transfero nctionor finalactiontakenon reduction,suchas:progr ming baseclosureortransfer. plans,phase-outplans,ina tivation AUTH:Nl-AFU-90-3 orders,correspondenceper iningto servicingremainingpersonn !after . baseclosure,andrelatedrepor not coveredelsewhereinthisreirula ·on 

23 Part-Time sped,fandrr,currlngstatIBtloal atHQUSAF, destroywhen2 years Employment narrativereportsandsupporting MAJCOMsandCPFs old.AUTH:Nl-AFU-Program papersregardingstatusofpart-time 90-3careeremploymentdevelopedattheCPF 
24thru (RESERVED) ' (RESERVED) 

, \24.02 
25 employeeseparation formsusedtoensurethataseparating atCPFs destroyafter3months frominstallation employeeclearswithvarious ifmaintainedasa instal lationacti vitiespriortodeparture separatefile;ormaintainanddisposeof undertable37- l las transitorymaterial(See Note3).AlJfH:Nl-

12-
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TABLE36-27 I 
Continued. I 

A B C D 
R 
u 
L cordsareIft�:s.�r whichare thenE orper ainto consistingof 

AFU-90-3 
26 gene,a!sts recordspertainingtoactionssuchas 

\ 
atbaselevel destroywhenrecordis 

records \ approvedrequeststohireretired 2yearsold.AUTH: 
military,employmentofveterans, Nl-AFU�90-3 
employmentofciviliansoverseas,and - . 

reauestsforemolovmentinformation 
forms,in terviewquestions, validation atAFCPMC destroy4 yearsafter 

WholeffotaiPer.'so'\27 Ca,wPrngram. 
records,erc. ratingismade(See 

ScoreRecords Note2).AUTH:Nl-
AFU-90-3 I\

28 Defenselntelligence dividualemployeeregistrationin atCPFs,copy destroywhenrecordis 
Special Career D enseCi vii ian Intel ligenceCareer forwardedtothe 2yearsold(SeeNote 
AutomatedSystem, De lopmentProgram,annual Defenselntelligence 2).AUTH:Nl-AFU-
recordsandreports upda s,andresumeswhichare Special Career 90-3 

- comp! edbyemployeesintheDOD- AutomatedSystem 
wideCi ianlntelligenceCareer (DISCAS) 
Develoemp!oyee�ntProgrammappnisa!fonns atCPFs, with copy destroyafter3 years 
initiatedbys ervisor forwardedtothe (SeeNote2).AUTH: 

DISCAS Nl-AFU-90-3 

29 cequisitionands equestsfo, atCPFs,copy destroy2yearsafter 
fillingpositionsc eredbytheDOD- forwardedtothe selectionismadefrom 
wideCivilianlntel �s DISCASforarosterof 

30 

enceCareer roster(SeeNote2). 
DevelopmentProgr initiatedby eligibles AUTH:Nl-AFU-90-3 
supervisor 

31 SESMeritStaffing applications(SF 1 7 1  )a related atCPF destroywhen2years 
recordstoincludequalifi lions old(SeeNote2). 
standard,vacanciesannou cement, AUTH:Nl-AFU-90-3 
documentationofrecruitm tefforts, 
listofallapplicants,selection 
proceduresapplied,complain appeal 
totheERBandthefindings, writ n 
recommendationonthosereferr for 
selection,ratingscheduleandshee 
andERBcasefile 

32 applicantSelective certificationofSelectiveService acceptedappointments fileonrighthandside 
Serviceregistration registration ofDPF.AUTH:Nl -

AFU-90-3 
33 declinedappointments returntoOPM with \ application.AUTH: 

, Nl-AFU-90-3 
34 jlin«lappointment, filewithapplication 

didnotregister, anddisposeof 
enoffersweremade accordingtoFPM. 
mapplicantsupply AUTH:Nl-AFU-90-3 

fileoftheinstallation, 
orothersource 

1 3  
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NOTE(S): 
l .RetainSupervisorEvaluationotEmployeeCurrentPerformanceand/orSupervisorEvaluationofEmployeePotentialfor 
FirstLevelSupervisorPositionsuntilreplacedbythesecondCivilianPotentialAppraisal. 
2. Whenaclassactioncomplaintisfiled,refertotable3 6-29 ,rule2. 
3.Destroyaccordingtotable36-29,rule9,ifseparationclearanceformdocumentsdefenserelatedemploymentcounseling 
requirementsotDODD5500-7. 
4.Approvedrequestsandsupportingdocuments,ifany,aremadeapartoftheapplicationthatwasthebasisforthe 
appointment.They,therefore,becomeapartofthepermanentpersonnelrecordoftheindividualconcerned. 

-

jt:,fflj�" e sI · tr d  6 d ttr qfj'('j . 
B 

f/J I<. �
These three rules (in�ol;i�g temporary electronic records) apply to all rules in the precedin� tableJ � X Ce. pf -M c  ff 

fs  ' /'1 ,  0 2  q;.,d 3o2 a,,.,cl_ - � !e C �,.,e�: h t)f! t... 

A C D 
+( 

) (.!_ ,.Jp 3� .If the records which 
RULE are or oertain to conslstin{!: 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 .l:.lectromc copies that are aestroy arter recoraKeepmg 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 
. . . 

l 'f-
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TABLE36-28 l\. 
EMPLOYEECARIY:RDEVELOPl\lE1''T I - - C DA'\. B 

R 

L uihmco,.;� 
E oroertainto whichare then 
1 annualtraining, consistini?of 

dshowingd'1li,nquot,(CQJ atCPFs destroyafter5years.developmentand datafromPersonnelDefense AUTH:Nl-AFU-90-3 ifinancialplans lianPersonne!DataSystem-lian(DCPDS)
2 civilian personnel «p�ining,esultingfrom atHQUSAF destroyafter4years.retraining basec sure,stransferorconsolidation AUTH:N1-AFU-90-3 offunct1 ns .. 
3 atotherthanHQ destroyafter2years.U SAF AUTH:Nl-AFU-90-3 
4 trainingthrough individualco sefolderscontaining destroy2yearsafterinstallationfacilities training forms comparableforms, courseiscomp leted. courseoutlines,a endanceandrating AUTH:Nl-AFU-90-3 recordsandrelate aterialswhichareofficialandbasic ecordsof 
5 individualcasefilesco completedtrainingc rsesaining destroy3yearsafterapplications, trainingsc edules, individualcompletes courseordiscontinues training(SeeNote2). technicalinformationtests), apprenticeshipagreemen examinationrecords(perfo (AFFM6)anceand AUTH:Nl-AFU-90-3 certificatesofeligibilityandre ted materials 
6 trainingthrough recordspertainingtocoursesatte ded destroy2yearsafterotherthan byemployeesatotherinstallations, courseiscompleted installationfacilities otherfederalagencies,or (SeeNote2).AUTH:nongovernmenttrainingfacilities Nl-AFU-90-3 otherthanthosecoveredbyrules6. land6.2 

6.01 financialrecordsinsupportoflong- destroy1 yearafterend\term, full-timetrainingwhicharethe ofobligatedserviceorvalidationnecessarytoaccomplishthe settlementofclaim, serviceandreimbursetnent whicheverislater. commitment \ AUTH:Nl-AFU-90-3 
6.02 financialrecord�insupportofshort-term training \ 

} 5  
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TABLE36-28 I 
Continued. I 

A B C D 
R 
u 
L If��ecordsare 
E or tainto consistine:of whichare then 
7 annua portof recordsoftrainingcompletions,duty destroywhen3 years 

civilian iningand hours,associatedcosts( except old.AUTH:N l-AFU-
supplemen !records accountingandfinancerecords 90-3 
relatin¥toex nses coveredinthe65tables)whichare 

- paymentsfortravel,perdiem,tuition, 
contributions,awardsandrelatedfees 

8 C!!ntrallymanago CareerEnhancementPlans(CEPs), atappropriatecareer destroywhenupdated 
trainingand �:\ coursefolders,andtrainingrecordsfor program branch, or2yearsafter 
developmentunder crprng.-ampru-ticip,nt AFCPMC completionofcourse. 
AFcareer 
management i\r

AUTH:N l -AFU-90-3 

programs 
8.01 long-term,full-time nom ationsmaterials,recordsof atappropriatecareer destroy2yearsafter 

trainingandcareer select1 proceedingsandother program branch, completionoftraining 
broadeningassign- records edintheanalysisprocess AFCPMCor (SeeNote2).AlITH: 
mentsmadeunder MAJCOM N l-AFU-90-3 
theauspicesof 
centrallymanaged 
careerprograms 

8.02 CareerEnhancement 

Plan(CEP) 
DefenseCivilian ersonne!Data 
System(DCPDS) rm 

atCPFs whenusedasatraining 
surveydocumentinlieu 
oftheannualtraining, 
developmentor 

financialplans,destroy 
after5years,otherwise 
destroywhenupdated. 
AUTH:N l -AFU-88-3o1 

8.039 
10 

1 1  

(RESERVED) 
apprenticeaction 

apprenticeship 
approval 

\ 
recordingainsandlossesdurin 
preceding6-monthperiodon 
apprenticeprogram 

lettersofapprovalofprogramsbythe 
U SDepartmentofLaborand/or 

atHQUSAF 

atotherthanHQ 
USAF 

\ atHQUSAF 

(RESERVED) 
destroywhen5years 
old. AUTH:Nl-AFU-
90-3 
destroywhen3 years 
old.AUoTH:N 1-AFU-
90-3 
destroy5yearsafter 
completionof 

VeteransAdministration 

' \ 
apprenticeprogram, 
withdrawalofapproval, 
orcancellation . 
AlITH:N l-AFU-90-3 

12 

13 

atot erthanHQ 
USA: 

destroy3 yearsafter 

completionof 
apprenticeship, 
withdrawalofapproval, 
orcancellation. 
AlITH:Nl-AFU-90-3 

apprenticestandards apprenticestandardsform atHOUSAF destroy5yearsafter 
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T ABLE36-28 I 
Continued. I 

A B C D 
R 
u 
L 
E 

14 

lftherecordsare 
o}gertainto consistineof whichare 

atotherthanHQ 
thencompletionof whapprs

en senticeprogramor 
uperseded,whicheverissooner.AUTH:Nl-AFU-90-3 destroy3 yearsafterUSAF 

written agreements 
completionofapprenticeprogramorwhensuperseded,whicheverissooner.AUTH:Nl-AFU-90-3 destroy2yearsafter15 

15.01 

15.02 

15.03 

studandworkstentemps
u 

loymentdentprograms 

Development 

re dspertainingto:CooperativeEdu ationPrograms,HarryS. Truman §Fello shipProgram,FederalJuniorFellow ipProgram,andStudentVoluntee erviceProgram 
.OPMForm 1495, nancialEligibilityStatement 

train ingplans,evalu ation,an\lated 

betweentheschoolandAFactivitymain tainedatCPF s atCPFs atHQUSAF recordsthatsupportthstu 

eeligibilityofdentfor 
employmentprogramsin circumstanceswhisafactorerefinancialstatus atCPFs 

agreementexpiresorisrenegotiated, whicheverissooner.AUTH:Nl­AFU-90-3 destroyafter3years.AUTH:Nl -AFU-90-3 destroyafter5years.AUTH:Nl -AFU-90-3 destroy2yearsafterterminationfromtheapplicableprogram.AUTH:Nl-AFU-93-6 
destroy2yearsafter16 

17 

OpportunityProgram(DOP) 
centrallymanaged 

m,teri,1 . 
\careermanagement/development \opportunitytrainingplanindividualcasefilescontaining atappropria

employeeleavestheprogram(Sand2).AUTH:Nl­eeNotes l  AFU-90-3seetable36-27,rule19 .  l .AUTH:Nl-AFU-90-3destroy5yearsafter18 intern program 
under AFCareerManagementProgram applications,trainingschedules, \apprenticeshipagreements,certificatesofeligibilityandrelatedmaterials tprogram branch, ecareer AFCPMC individualcompletesprogramordiscontinuestraining(SeeNote2).AUTH:Nl-AFU-90-50 

NOTE(S): l .RuleappIiestothoserecordsnotrequiredbycurren tdirecti vestobefiledin theindi vidual'sOfficialPersonnelF older.2. Whenaclassaction complain tisfiled,refertotable36-29 ,rule2. 
1 7  
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These three rules (involving temporary electronic records) apply to all rules in the precedi'.ng table: 

A B C D 
If the records which 

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

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

hard coov records 
b 

. 
� . . 

... . 
C .t::.lectromc copies 

a. 

electronic records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retained to meet 
recordkeeping 
requirements 
tnat are 
created using 
electronic mail and 
word processing or 
form filler software 

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 

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

https://precedi'.ng
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TABLE36-29 I 
EMPLOYEE-MANAGEMENTRELA TIO NS I 

A B C D 
R 
u 
L ecordsareIft�s_.oE orpe ainto consistin2of whichare then 
1 originalofemployee'sgrievanceor destroy4 yearsafter amnm� 

appeal,reportothearingorinquiry, caseisclosed(See grievanc and 
copiesofdecisionsrenderedand Notes I and2). 
relatedmaterial,includinganyjudicial AUTH:Nl-AFU-93-7 
proceedings 

dassifi�H �appeal, 
1.01 individual · originalcomplaint,counselor'sreport, destroy4 yearsafter 

complaintsof investigati¥eandhearingreports, caseisresolvedbyAF \ 
discrimination - copiesofdet:isions,andrelated orEqua!Employment 

material,includinganyjudicial Opportunityl\,edings Commission(EEOC) 
orbyaU Scourt. 
A U TH: N l-AFU-90-3 

1 .02 mas entdecisionsonwheth,rn, destroy2yearsafter 
nottot kedisciplinaryaction caseisclosed(SeeNote 

4). AUTH:Nl-AFU-
90-3 

1 .03 

-

cardswhi��scribecurrentstatusin 
orocessin chindividualcomolaint 

1 .04 ,eoo,dofooms otpuuued destroy2yearsafter 
beyondinform stage dateEEOcounselor ,s wasinitiallycontacted 

(SeeNote4).AUTH: 
Nl-AFU-90-3 

2 classaction odginalcomplain�,;-�•'mport, destroy4 yearsafter 
complaintsof transcripts,exhibits,de · sions,related finalresolution. 
discrimination material( e.g.,meritprom tionfiles, AUTH:Nl-AFU-90-3 

PPRS,etc.) 
3 adverseactions noticeolprnposedadvmeacs destroy4 yearsafter 

including supportingdocuments;statem tsof caseisclosed(SeeNote 
performance-based witnesses;employee'sreply;hea · ng 4). AUTH:Nl-AFU-
actions,andappeals notices,reportsanddecisions;rev sal 93-7 

ofaction;andaooealrecords 
3.01 <RESERVED) \ (RESERVED) 

4 performance/incentiv recommendations,approved destroy2yearsafter 
eawards nominations,memorandaofrecord, closeofyearinwhich\correspondencetakeninconnection finalactionistaken 

withperformanceorincentiveawards (SeeNotes2and4). 
AUTH:Nl-AFU-90 -3 \ 

4.01 correspondenceormemoranda 
pertainingtoawardsfromother 
govemmentagenciesorprivate 
organizations 

4.02 reportspertainingtotheoperationof 
thelncentiveAwar'dsProgram 

\ 
destroyafter2years 
(SeeNote4).AUTH: 
Nl-AFU-90-3 

\ destroyafter3years 
(SeeNote4).AUTH: 
N l -AFU-90-3 

\ 
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TABLE36-29 I 
Continued. I 

A B C D 
R 
u 
L Iftherecordsare 
E i\rpertainto consistine:of whichare then 

p formance formsdocumentingratingsofsuperior, atCPFs destroy4 yearsafter 5 . 

6 

7 

8 

9 
10 

ap aisals excellent,fullysuccessful,minimally 
- acceptable,orunacceptablenot 

accompaniedbydemotionorremoval 
recommendationofcurrentemployees, 
employeesseparatedfromtheAir . •· ForceoratmointedtoanSESoosition 
formsdocumentingaratingof 
unacceptablewheredemotionor 
removalisproposedbutnoteffected 

I\ 
umonHng,atingsof 

me bersoftheSeniorExecutive ��Servi 

separationactions supervis 'sexplanationofreasonsfor 
foremployees separation femployee,lettersof 
servingoninitial resignation lieuofterminationfor 
appointment cause,andsi ·1arcause.Filed 
probationorunder subjectivelyrat erthanin,orwith, 
appointmentwhich employee'spers nelrecords(See 
doesnotafford Note3). 
appealrightsand 
whichmayinvolve 
claimsfor 
unemployment 
compensation 
counselingregarding stat<montssignodby,mplr
Defense-related confirmingtheyhavereceiv�employment counselingonreportingDefe e-

relatedemolovment 
leave informationsubmittedorresulti 
transfer/sharing fromarequestorcontributionofle e 
programs(submitted ' 
orresultingfroma , 

request/contribution 

atCPF 

dateofappraisal(See 
Note4).AUfH:Nl-
GRS-93-3 

destroyafterthe 
employeecompletes 1 
yearofacceptable 
performancefromdate 
ofwrittenadvance 
noticeofproposed 
removalorreductionin 
gradenotice.AUfH: 
N l e-AFU-90-3 
destroys yearsafter 
dateofrating( seenote 
4).AUfH:Nl-AFU-
90-3 
destroy2yearsafter 
effectivedateof 
separation(SeeNote 
4).AUfH:Nl-AFU-
90-3 

destroy3 yearsafter 
employeeseparates. 
AUfH:Nl -AFU-90-3 

destroy6yearsafterthe 
FYinwhichtheeffort 
wascompletedor 
terminated.AUfH: 
N l-AFU-89-9 

ofleave) 
1 1  leave 

transfer/sharing 
informationalbackgroundorguidance \materialsupportingtheprograms 

destroywhennolonger 
needed.AUfH:Nl-

programs AFU-89-9 
(backgroundinfo) 

12 health benefit enrol !men tform( s )andsuooorting atCPFs transfertoOPMwhen 

2o  
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TABLE36-29 

AFMAN37-139liJ.larchl996 

Continued. 
A B C D 

R 
u 
L 
E consistinaof whichare then 

documentsofspouseseligiblefor 
benefits 

formerspousecancels 
enrollment. when 
enrollmentis 
terminatedbythe 
employingoffice,or 
whenformerspouse 
beginsreceivingan
annuitypayment. 
AUTH:GRS1,ITEM35 

13 copiesofretirement 
applications 

destroy I yearafterthe 
CYinwhichthe 
retirementoccurred. 
AUTH:Nl-AFu-90-7 

14 civiliandrugtesting chainofcustodyforms; itten 
notificationioreportfort ting; 
correspondence,documen and 
reports,relatedtorandom, vo nteer, 
applicant,reasonablesuspicio 
accident,andfollow-upto 
rehabilitationdrugtesting;emplo 
resultsforretest;correspondence 
relatedtotestresult 

atCPFs destroy3 yearsafter 
dateofdrugtestorone 
yearafteremplo�
separates.AUTH: 
GRS1,ITEM3� 

NOTE(S): 

I .Selectedrecordssuchasclassificationappealsdecisionsmayberetainedaspolicy/preceden tfiles, which aregovernedby 
table3 7- l 4,rule9 .Retiremen ltoafederalrecordscenterisnotauthorized. 
2.Foremployeesuggestions,inventionsandscientificachievements,seetable36-34. 
3.Recordsarenottobefiledalphabetically,orbyname,SSN,orotherpersonalidentifier. 
4. Whenclassactioncomplaintisfiled,refertotable36-29,rule2. 

2- I 



• • 

---

C 

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

A B C D 
If the records which 

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

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

hard copy records 
b electronic records destroy when the agency 

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

- -- records where the seded, obsolete, or no long-
hard copy records er needed for admini�trative, 

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

.t.Jectromc copies mat are aestroy aner recoraKeepmg 
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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TABLE36-30 I 
CLASSIFICATION I 

R A B C D 

u 
L Iftherecordsare 
E1 oroertainto 

positiondescriptions 
cons.istin2:of 
files cribingestablishedpositions, 
includin · nfonnatiqnontitle,series, 
grade,duti andresponsibilities 

whichare 
record copies 

then 
destroy2yearsafter 
positionisabolishedor 
descriptionis
superseded. ( note) 
AlITH:Nl-AFU-88-2 

2 othercopies destroywhenposition
isabolishedorposition 
descriptionsuperseded. 
AlITH:Nl-AFU-90-3 
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TABLE36-30 I 
Continued. I 

A 

R 
u 
L Iftherecordsare 

E orpertainto 

3 <RESERVED) 
4 position surveys 

-· - - --
-

.. -· . -
actfonsresulting 5 
fromposition 
surveys 

6 (RESERVED) 
7 position 

management 

• 

B 

consistingof" 
sur ysorequivalentlistingsof 
positi sandactions,reportsof 
misall tions,andcorrespondence 
pertaining lassificationaction 
resultingfro ositionaudits . .  
positionsuneyfe ui,alent 
( usedinsteadofare estfor 
personnelactionform request 
action) 

\ 
plans,surveys,reportsandr ated 
correspondence 

-

• 

C 

whichare 

optionalfiles;ifnot 
maintained,seerule4 

416 

D 

then 

(RESERVED) 
destroy4yearsfrom 
dateofthereport,oron 
inacti vationofoftice, 
whicheverissooner 
(SeeNote).AlITH: 
NI -AFU-90-3 
destroy2yearsafter 
effectivedateofaction 
(SeeN ote ).A lITH: 
N l -AFU-90-3 
(RESERVED) 
destroyafterallaction 
iscompletedomew . 
reportisissued, 
whicheverisapplicable 
(SeeNote)-AlITH: 
Nl-AFU-90-3 

NO7:E:Whendassactioncomplaintisfiled,refertotable36-29,rule2. 

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

A B C D 
If the records which 

RULE are or oertain to consistin!! of are then 
a Electronic systems electronic records 

b 

-. ·• -

that replace 
temporary hard 
copy records 

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

C r.1ectromc copies tnat are 
created using 
electronic mail and 
word processing or 

- form filler software 
-

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

oestroy aner recoroKeepmg 
copy has been created and 
filed or when no longer needed Z'tfor revision, dissemination, or 
reference, whichever is later 
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TABLE36-3l 
UNIONAND/ORASSOCIATIONSOFSUPERVISORSANDMANAGEMENT 

A B C DR 
u 
L lftherecordsare 
E or ertainto 
l unionorassociation itionforrecognition, 

recognition ents;installation 'sletter 
0 andcertificationof 

2 analysisand hibitsdetermining 
appropriatene ofunit;election 
agreement,relate ecords; 
disapprovalreques orunion 
reco ition 

2.01 summaryofrecognition d 
a eementdata 

3 memorandumof initialunionproposals,coun 
agreemen tunder proposals, workingdocumen 
labormanagemen t approvedagreement 
relationsinfederal 
service 

whichare then 
atCPFs destroywhenunionis 

nolongerrecognizedor 
whennolongemeeded, 
whicheverislater. 
AUTH:Nl-AFU-90-3 

atDOD/CPMS 

destroywhen 
supersededorobsolete. 
AUTH:Nl-AFU-90-3 

25 
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TABLE36-31 I 
Continued. I 

A B C D 
R 

�\ Iftherecordsare 
orpertainto consistin2of whichare then . 

4 �alreporto: report,andallbackupmaterial destroywhen5years_nrecogmt1ons old.AUTH:Nl-AFU-90-3 unfai _ borpracti<_:e initialcomplaint,caserecord,and atCPFs destroy4 yearsafter s 

5.01 
6 

-compla ts - -

-. •·. -

unionorassociation 

decision 
. 

I\ eratu<0,andin�•ll,tion 
atDOD/CPMS resolution(notes2and 3).AUTH:Nl-AFU-90-3 destroy1year after finaldecisionorlyear afterdateofanyfurther action on thecases, whicheverislater( notes2and3).AUTH:Nl-AFU-90-3 destroy2 yearsaft�r 

7 
8 

requestforpermissiontopostliterature unionorassociationmanagementconsultationmeetingsgrievancesfiled 

,app val/disapproval -�s
' minute, ••nd,opiesof�decisionsma�i i,landsubsequ atCPFs( orother 

dateofinstallationapprovalordisapproval.AUTH: N l-AFU-90-3 destroywhen supersededorobsolete. AUTH:Nl-AFU-90-3 destroy5yearsafter 
9 
10 
11 

undernegotiation grievanceprocedure arbitrationawards rendered under negotiatedagreement,andappealstherefromto FederalLaborRelationsAuthority officialtimeusageforrepresentationpurposes 

nit s,tsuccessivestepsofgn vance �procedure;manageme tdecisions; memosfortherecordan nyother pertinentrelatedevidencerequestforarbitration,awar ·pre-and/orpost-hearingbriefs;ap ea! proposal/briefanddecision,as applicable 
summaryofofficialtimeexpendedfor \representation purposes 

appropriatelevelof recognition) atDOD/CPMS 
atMAJCOMsandCPFsatDOD/CPMS 

finalresolutionofcase (N otes2and3 ). AUTH:GRS1,ITEM28B 

destroywhenunionis nolongerrecognizedor whennolongerneeded,whicheverislater.AUTH:Nl-AFU-90-3 
NOTE(S): l .Recordsdescribedinthistableisnotauthorizedforretirementtoafederalrecordscenter. 2.Selectedrecordsmayberetainedaspolicy/precedentfilesmanagedbytable l l- l ,rule9.3. Whenaclassactioncomplaintisfiled,refertotable40-4,rule2. 
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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 nertain to consistim1 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 �opy records er needed for administrative, 
·. .. . . - are retained to meet legal, audit, or other opera-

recordkeeping tional purposes 
requirements 

ctectromc copies that are destroy aner recorCIKeepmg 
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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TABLE36-32 I 
OPERA TINGOFFICIALS'CIVILIANPERSO1''NELRECORDS I 

A B C D 
R 
u 
L Ifthee ordsare 
E orpertlinto consistin2of whichare then 
1 generale ployee correspondenceandotherrecords seetable37- l l .  

managem t aboutortoindividualemployees,or AUTH:N l -AFU-90-3 
pertinenttoemploymentmattersin . 
officeofjurisdictionfiledingeneral 

. correspondencefile 
2 

3 

3.01 
4 

.. -. .. 

. 

supervisor's 
employeework 
folder 

(RESERVED) 

. 

sup,m.,,•sems fwhkhis, 
RJPproductgenera dbyDCPDS 

��¥whencertainperson !actionsoccur 
( e.g.,Promotion,App · ntment, 
ChangetoLowerGrade, tc.) 

\ 
\dobtlottm,l""°"ofc,ution

filedinsupervisor's 
workfolder 

filedinsupervisor's 
empl oyeeworkfolder. 

destroyPartA&Bwhen 
newbriefisreceived 
CompletePartAon 
newbrief.DestroyPart 
Caccordingtotable 
36-29whenitcontains 
recordswhichcould 
leadtodisciplinaryor 
performancerelated 
actions,otherwise, 
destroyPartCwhe·n 
newbriefisreceived. 
AUTH:N l-AFU-90-3 

(RESERVED) 

4.01 

4.02 

supervisor's 
employeework 
folder 

<RESERVED) 

warning,andsimilarpapers \ 
\notationsoforaladmonishmon�and \ 

k tbysupervisor ep destroy2yearsafter 
dateofletterorwhen 
purposeisserved, 
whicheverissooner. 
AUTH:Nl-AFU-90-3 
(RESERVED) 

4.03 supervisor's 
employeework 
folder 

noticesofreprimand 
keptbysupervisor removeoral 

admonishmentfrom 
PartCoftheemployee 
brief2yearsfromdate 
ofadmonishment. 
Destroyreprimands 
maintainedinthework 

' folder2yearsfromdate 
, ofnotice.AUTH:N 1 -

AFU-90-3 
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R 
uL Iftherecordsare 
E ornertainto consistin2of whichare then4.04 performanceappraisal,recordsusedto destroy3yearsafter 

4.05 
4.06 

Sthru8 

= 

= :: 

.:: •· 

AirNationalGuard supervisor's employeeworkfolder 
(RESERVED)employeetraining 

supportortrackemployee performanceduringtheappraisalperiod,recordsofperiodic performancediscussion 
� 

\NGBFo 430(T),Performance Standard ndCriticalElements Form,and BForm430 - l (T), Performance ppraisalForm 
' 

\Cme,Enhaneom,ntP

keptbysupervisorsof membersoftheSeniorExecutiveService keptbysupervisor 

keptbysupervisoror 

effectivedateof appraisal,forwardto CPFifseparatedor transferred(CPFforwardstogainingactivity).AUfH:Nl-AFU-90-3destroyafter5yearsorwhen employee separates, whicheveris sooner.AUfH:N 1 -AFU-90-3dispose3yearsafter effecti vedateof appraisal,forwardto CPFi fseparatedor transferred(CPF forwardstogainingactivity.)AUTH:Nl -AFU-90-9(RESERVED)destroywhenreplaced9 
lOthru 1413 

15 16 

development 
(RESERVED)Supervisor'semployeeworkfolder 

Air National Guard 

consistingofPersonnelDa System-Civilian(PDS-C)form � 
. \oorrespondenee,fonns,andothe, recordsrelatingtopositions, �authorizations,pendingactions,copie ofpositiondescriptions,requestsforpersonnelaction,andrecordsonindividual 

othercopiesofdocumentsduplicated inOFPsnotprovidedfol'elsewhereinthistable NGBForm904- 1 iSupervisor'sRecord 

inacentraladministrativefunction 
keptbysupervisor 

koptbys sornnd 

byanewCEPorwhennolongemeeded,whicheverissooner.AUTH:Nl-AFU-90-3 (RESERVED)reviewannuallyand destroysupersededorobsoletedocurnents;or destroyalldocumentsrelatingtoanindividualemployee within l yearafter separationortransfer. AUTH:Nl-AFU-90-3destroywhen6yearsold.AUTH:Nl-AFU-90-3disposeofin supervisor'semployeework folder offechnicianEmployment,and relateddocuments usedtopr erly isupervise II-time employee. edtodocumentactions accordancewithTPR 293-3s1 .AUTH:Nl -AFU-90-9 
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TABLE36-32 _l 
Continued. I A B C D 

R 
u 
L lftherecordsareE orpertainto consistingof whichare then 

taken,andhistoryof 
employment

17  (RESERVED) (RESERVED) 

NOTE(S): 
I .RESERVED. 
2.RESERVED. 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 
A B C D 
If the records which 

RULE are or nertain to consistin!! of are then a Electronic systems electronic records destroy on expiration that replace of the retention period temporary hard · previously approved copy records for the corresponding 
'hard coov records b electronic records destroy when the agency that supplement determines that the elec-temporary hard copy tronic records are super-

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

C t1ectromc copies mar are aestroy aner recoruKeepmg created using copy has been created and electronic mail and filed or when no longer needed word processing or for revision, dissemination, or 
- form filler software reference, whichever is later 

I -

3o  



� 
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TABLE36-33 I 
HONORSANDA WARDS(SEENOTEl) I 

A B C D 
R 
u -
L Iftherecordsar

\E orpertainto consistin2of 
1 specialhonors, � recordspertainingtothespecial trophiesanda wards 1 trophiesandawardsprogram sponsoredbyAFandprivate Trganizations,suchastheMackay h ndUSAFPersonnelA wards, yaincl ingnominationsofindividuals, unitsa dgroups,minutesofboard meetin ,announcementsofawards, andrelate formsandcorrespondence 
2 

3 
.. 

militaryhonors complctedmilit,u-yhon klist4 checklist formsforhonorsothertha �funeral/memorialservices 
5 memorialization casefilesaccumulatedbyHQ program AFMPC/DPMASAandinitiatin activitieswhichpertainonlytothe namingofAirForceiristallations 

casefilesaccumulatedbyHQ \AFMPC/DPMASAandinitiating activitiespertainingonlytothe namingofstreets,buildings,facilities, orrooms 
6 

whichareatHQUSAF,HQAFMPC,orMAJCOM 

atinitiatingactivitiesatintermediateheadquartersandall nonselectednominationsatbasesthatprovide militaryhonors 
atHQAFMPC/DPMASAor initiatingactivities 

thendestroyafter50years.AUTH:Nl-AFU-92-23 

destroyafter2years.AUTH:Nl-AFU-90-3 destroyafter1year.AUTH:Nl-AFU-90-3 
destroythecompletedforms1yearafter honorsrendered.AUTH:N1-AFU-89-30 forwardtoHQAFHRA/ISRupon inacti vationof installation(SeeNote 3).AUTH:N 1-AFU-92-23forwardtoHQAFHR.NISRwhenno longemeeded(SeeNote3).AUTH:Nl-AFU-92-23 
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TABLE36-33 
Continued. SEENOTEI 

A 
R 
u 
L Iftherecordsare 
E or ertainto 
7 decorationstoindividua military andci viii an) 

8 

9 

10  

1 1  

12 

421 

B C D 

consistin of whichare thencasefilesofrecommendations, approvedU. S. military retireaspermanent(See decisions,awardsannouncements, decorations(Medalof Note2).AlJfH:Nl­boardmeetingminutes,andrelated Honor,AirForce AFU-90-3documents Cross,DistinguishedServiceMedal,Silver Star,DistinguishedFlyingCross,Airman'sMedal)forwarand peacetime;allother approvedU .S.military, U .S.nonmilitary,and foreigndecorationsrelatingtowartimeand/orcombatactivities,atawarding/approving authoriapproved peacetime destroyafter25years.U .S.military,U .S.non­ AtrrH:Nl-AFU-90-3militaryandforeigndecorationsatawarding/approving authoridisapprovedU. destroyafter3 Syears military,U.S. S. (SeeNote5).AtrrH:nonmilitary,and Nl-AFU-90-3foreigndecorationsatdisa rovin authori approved/disapproved destroyafterI year.AirForceachievement AtrrH:Nl-AFU-90-3 andunit/campaignawardsat warding/disapproving a horiapp oved/disapproved destroyafterdecorationdeco tionsandawards isawardedorI yearafterdisapproval. AtrrH:Nl -AFU-90 -3 copiesofrecordsrelatingtorefused destroyafter3monthsdecorations (SeeNote6).AtrrH: N l-AFU-90-3 13 decorations to retireaspermanent2foreignnationalsand decisions,awardsannouncements, casefilesofrecommendations, yearsaftercompletionofUScitizensnot boardmeetingminutes,andrelated case(SeeNote2) ......_ __ ......__e_m...._lo....__e_db......_U_S ____. documents AtrrH:Nl-AFU-91-10 
32.. 
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TABLE36-33 I 
Continued.(SEENOTE 1) IA 

R 
u 
L 
E 

14 

15 

Iftherecordsare 
orpertainto 
Governhlent 
deco,atioo i" 

\o

decoration . ;f\, 

B C 

consistini?Of whichare 

approvedand
disapproved 
recommendations 

recordsgeneratedwhenahigher 

D 

then 

destroy2yearsafter 
completionofcase. 
AUsTH:Nl-AFU-90-3 
destroy2 yearsafter 

recommenaation� 
fqrwardedtolower 

•·headquarter� · 

headquartersdisapproved 
recommendationandforwardsittoa 

�werheaaquartersforconsideration 
alesseraward 

completionofaction.
AUsTH:Nl-AFU-90-3 

16 favorable r�dsnotrequiredforprocessing destroyafter 1 year.
communications und AFI36-2864 AUTH:Nl-AFU-90-3 

17 outstanding perso ldata,lettersofnomination, selectednominees, 
personnel programs, photogr hs,andrelatedpapers nonselectednominees 
e.g.,outstanding andminutesofboard 
NCO/Airmanaward, meetings
JuniorOfficerofthe 
Quarter,outstanding 
Managerofthe 
Year,AFA > 

reoresentati ve 
18 miscellaneousAF 

activity-sponsored 
programs 

announcementsofaco est,entry programsdesignedto 
applicationsorofnomin ionsand promoteespritdecorps, 
supportingrecords,result elated recognition,suchas
papersusedtomonitorandco trol beautycontests,dining 
programs hallofthemonth,or 

ooeratorofthemon th 

destroyafter2yearsor 
whennolongemeeded, 
whicheverissooner. 
AU TH:Nl-AFU-90-3 

19 

20 

21 

safetyawards nominationsandothemconls c\ approvedawards 
relatingtoawardsforoutstanding ( recordcopy) 
achievementsinthepreventionof 
accidents 

rovedawa,ds 
rdcopy)�o

others nrules 19and ,
20 

destroyafter2years. 
AUTH:Nl-AFU-90-3 

destroyafter 1 year or 
whennolongemeeded, 
whicheverissooner. 
AUTH:Nl-AFU-90-3 

22 

23 

24 

2S 

AF maintenance 
awards 

applicationsandbackground ,ppro
material,andrelatedrecords �recommen ationsat 

. HOUSAF 
' dis,pproved •� 

, recommendati nsat 
HOUSAF 
app,ovedand 
disapproved '�
recommendationsa 
intermediate 
headquarters 
aooroved 

destroyafter2years.
AUsTH:Nl-AFU-90-3 

destroyafter 1 year. 
AUsTH:N l-AFU-90-3 

destrovafter2vears. 

33 
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C D TABLE36-33 IContinued.(SEENOTE 1) I R 
u 
L 

E 

26 

27 

28 

29 

30 

31 

A 

I� recordsaretor rtainto 

\civilengine g"-a:,vardsprogr:a . 

-transportationawardsairtrafficcontrolannualawards 

aircraft"save" 

B 

consistin2of whicharerecommendationsatinitiatingactivitiesdisapprovedrecommendation sat initiatingactivitiescasefilesofannualsubmissionsin approvedawardselectricpowerandheatgenerating plantcompetition,meritoriousachievementawardforprofessional excellence,andcomparable programs disapprovedawards
\supp�t documentationrelatingto�annualt nsportationawards recordsp ainingtotheselectionof documentation of airtrafficc troller/facilityofthe selectedyear,includ gnominations,records individual/facility, ofboardmeet gs,awards boarddocumentation,presentation,a drelateddata andrelatedcorrespondenceatHQ AFC4Adocumentationofnon selected individuals/facilities andallrecordsotherthaninrule30exemplaryservicereport approvedawardsatHQ 

thenAUTH:Nl-AFU-90-3 destroyafter1year.AUTH:Nl-AFU-90-3 destroyafter2yearsorwhennolongemeeded,whicheverislater.AUTH:Nl-AFU-90-3 destroyonsubmissionof nextFY competition or whennolongemeeded,whicheverislater.AUTH:Nl -AFU-90-3destroyafter1year.AUTH:Nl-AFU-90-3 destroyafter2years.AUTH:Nl-AFU-90-3 
destroyafter1year.AUTH:Nl -AFU-90-3 

32 

33 

34 

35 

36 

awards 

air weapons controller badge 
air traffic controller 

certificates,reviewboard AFC4Adocumentation,andrelated ata disapproveda wardsat HQAFC4Acertificatesatunitstowhich issued 
allothersnotcoveredbyrules32,33,and34 applications and related records for , ataward of air weapons controller �p,oving/disapprnvingbadge, senior air weapons controller intermediate levels badge, or master air weapons controller badge applications and related records for 

destroyafter2years.AUTH:Nl-AFU-90-3 destroyafter1year.AUTH:Nls-AFU-90-3 destroyoninacti vat ion ofunit,orwhen obsolete, whicheveris sooner.AUTH:Nl -AFU-90-3 destroyafter1year.AUTH:Nl -AFU-90-3 destroy after l year.AUTH: Nl-AFU-90-3 
destroy after 137 badge award of air traffic controller badge ���a oving/disapproving year.
AUTH: Nl-AFU-90-3 

\ 
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44 

48 
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TABLE36-33 I 

IContinued.(SEENOTE 1) 
AR 

u 
L Iftherecordsare
E oroertainto

\. 
38 AF Inform ion ManagemenAwards-

-
C - -

B C D 
consistin1wf thenwhichare or intermediate levels nominations, minutes of meetings, at SAF/AAIQ destroy after 3 years or selectees, non-selectees, and other when no longer needed, records relating to awards authorized whichever is later. IA W AFI 36-2845 AUTH: Nl-AFU-90-3 at intermediate 2headquarters approved and disapproved recommendations and related records destroy after years. AUTH: Nl-AFU-90-3 . . -·-

approved and disapproved recommendations and related records destroy after 2 years. AUTH: Nl-AFU-94-8 

. at initiating activities destroy after IAUTH: Nl-AFU-90-3 approved awards year.I\40 aircraft and , and ,el,ted reconls fo, of aircraft and munitions see AFI 36-2608. AUTH: Nl-AFU-90-3 41 apawamaint ance badge maintenance badge disapproved awards at destroy after I year.disannroving authority AUTH: Nl-AFU-90-3 at HQ USAF destroy after 242 

43 Mappower Awards nominatio , minute of meeting, selectees, no -selectees and other years or when no longer needed. AUTH: Nl-AFU-91-21 records relatin to awards for outstanding acli vements in manpower for pr essionalexcellence approved awards (record copy) at destroy after 2 years. AUTH: Nl-AFU-91-21 
45 

46 

47 Acquisition Awards nomination,, minutes of meetiselectees, non-selectees, and othe records relating to awards authori dIA W AF Instructions. �� 

' 

MAJCOM disapproved awards destroy after I year. (record copy) at AUTH: Nl-AFU-91-21 MAJCOM initiating activity destroy after I year. AUTH: Nl-AFU-91-21  at SAF/AQ destroy after 3 years or when no longer needed, whichever is later. AUTH: Nl-AFU-94-8at intermediate �eadquartersat�itiating activities destroy after I year.49 AUTH: Nl-AFU-94-8 
NOTE(S): l .Rulesapplytothosecopiesnotrequiredbyotherdirectivestobefiledinindividualmilitarypersonnelrecordgroup( see table36- l 2).2.TransfertotheNationalArchivesin5-yearblockswhenlatestrecordis25yearsold. 3.TransfertoNationalArchiveswhennolongerneededbyHQAFHRA/ISRforsitereference. 4.RESERVED. 5.Disapprovalauthoritywillforwardacopyofthedocumentannouncingdecision,andacopyoftheproposedcitation annotated"Disapproved"foreachindividual,forfiling\nthemember'sMasterPersonnelRecordGroup. 6.Approvalauthoritywillforwardacopyoftheorderandcitation,alongwithasignedletterorstatementfromthe individualdocumentingnonacceptance,forfilinginthemember'sUnitPersonnelRecordGroup. 

35 
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These thrre rules (inyolving temporary electronic records) apply to all rules in th� precedi�g tablej ..P(C e�,-1 -f.ha-f 1 

f!.. tA  € f q J b rle h ff t;. tPIPY -fo R.t.t ,� ( ';;"-II,rt'4 � � 9 er,-,d /3,C?ric P--1.,(_ k C df f  n7Ji . -A B C D a�rl-; Jo If the records which 
RULE are or nertain to consistin11 of are then Pl, /fr S-711nJ 
a Electronic systems electronic records destroy on expiration 

that replace of the retention period rLiA le  / 3. 
temporary hard previously approved 
copy records for the corresponding 

hard coov records 
b electronic records destroy when the agency 

that supplement determines that the elec-
- temporary hard copy tronic records are super-- -- - records where the seded, obsolete, or no long-

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

C .1:.1ectromc copies mat are aesrroy arter recoraKeepmg 
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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TABLE36-34 I 
SUGGESTIONPROGRAM 

A 
R 
u 
L Iftherecordsare 
E orpertainto 
1 suggesti s, 

inventions d 
scientific 
achievements -

. - -- .2 
. . . •· 

. 

3 

4 productsfromthe 
SuggestionProgram
DataSystem( SPDS) 
whichare 
mechanically
producedoutput 
oroducts 

5 reports,controlled 
anduncontrolled 

6 datafilescreatedby 
theSuggestion 
ProgramData 
System 

NOTE(S): 

B 

consistin2of 
formsandotherrecordswhichpertain
tosubmission,processing,evaluation, 
approval,disapproval,issuanceof 
award,reportsandrelated 
correspondence 

. 

minutesofineetings o,andafo,
recor?showingactiont en 

transcriptionrecordsofacar eek 
usedtoproduceareportorthere rt 
itselfwhichservediversifiedpu ses 

C 

whichare 
atsuggestionprogram
officesatalllevels 

atevaluatingoffices 

atsuggestionprogram
officesatalllevels 

tabulations,summaries,feeder�eports \ atsuggestionoffices 
orinformation 

magneticcomputertapes a cingBase-
Le !Processing 
Insta ation(DPI) 

D 

then 
destroy 1 yearafter 
finalaction(SeeNotes 
l and3).AlITH:Nl-
AFU-90-3 

destroy 1 year after 
finalaction(SeeNotes 
2and3) 
( EXCEPTION: 
suggestion that 
becomespartofanother
file--forexample,on 
changestoadirective--
becomespartofthe
directivebackground 
file).AlITH:Nl-�U-
90-3 
destroy2yearsa�er 
approval or 
disapproval.AUTH: 
N 1-AFU-90-3 
destroywhen
supersededomolonger
needed(SeeNote4). 
AlITH:Nl-AFU-90 -3 

destroywhennolonger 
needed(SeeNote4). 
AlITH:Nl-AFU-90-3 
destroyuponexpiration 
ofcycleretentions 
requirementslistedin 
prescribingdirecti ve. 
AU TH:Nl-AFU-90-3 

l .Forsuggestionprogramoffices,finalactionisdateofapprovalofanawardorwrittennotificationofnonadoption. 
2.Forevaluatingoflices,finalactionisthedatethesuggestjonisimplemented.Finalactiononsuggestionsnot · implementedisthedateofdisapproval. . 
3 .lfvolumewarran ts, therecordsmaybedestroyedonadai I y, weekly,mon th ly,orsemiannualbasis;seeAf 13 7- 13  8, table 
3.1 ,note2. 
4.N otauthorized forretiremen ttoa federalrecordscen te,r. 
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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 nertain to consistin11 of are then 
a 

b 

C 

Electronic systems 

-- - --
. -·.. -

r.1ectromc copies 

electronic records 
that replace 
temporary hard 
copy records 

electronic records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are relained to meet 
recordkeeping 
requirements 
that are 
created using 

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

destroy atter recofctKeepmg 
copy has been created and 

--

electronic mail and 
word processing or 
form filler software 

filed or when no longer needed 
for revision, dissemination, or 
reference, whichever is later 

-

38  

5 
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TABLE36-35 IUSAF ACADEMY A WARDS 
A 

R 
u 
L lftherecordsareE oroertainto 
1 CadetA wards 

. .  --. 

2 
. , 

---
-· • ·  .. . .-

3 ThomasD. White 
Nationa!Defense 
Award 

4 
- -

-

I 
B 

co�stin�or 
casefi containingcorrespondence 
pertain in odonorsponsorship,used 
incontinuou orrespondencetonew
a wardproposal ndfinancial 
accountingforspo orship 
continuation 

. 
nominations,biographicals tch, 
correspondencerequestingboa 
members,Superintendent'sappr al, 
andChiefofStaffAirForceapprova 

-

C D 

whichare then 
atGraduateStudies destroyafter50years 

(SeeNote).AlTfH: 
NC 1-461-82-3 

atselectionoffice destroyafter 1 year . 
AUTH:NCl-461-82-3 

selectednominations destroyafter2years.
atPlansandPrograms AUTH:NCl-461-82-3 

nonselected destroyafter I year. 
nominationsatPlans AUTH:NCl-461-82-3 
andPrograms 

NO TE: Retainedat USAF Academyf oren tireretentionperiod. 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 
A B C D 
If the records 

RULE are or nertain to Electronic systems a 

b 
-

·•. - -

.t.lectromc copies C 

-

which 
consistin2: of are
electronic records ..that replace temporary hard copy records 
electronic records that supplement temporary hard copy records where the hard copy records are retained to meet recordkeeping 

·' 

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

thendestroy on expiration of the retention period previously approved for the corresponding hard coov records destroy when the agency determines that the elec-tronic records are super-seded, obsolete, or no long-er needed for administrative, legal, audit, or other opera-tional purposes 
aestroy aner recorakeepmg copy has been created and filed or when no longer needed for revision, dissemination, or reference, whichever is later 
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TABLE36-36 
PERSONNEL RECORDS 

A 
R 
u 
L Iftherecordsare 
E 
1 

or ertaintofamilyservicesprogram 
2 
3 4 

B 

caseh1 oriesusedtorecorda summa fthetypeofassistance requested, horequestedit,facts relativetothe se,assist.!lncerendered,anda pecialproblemsinvolvedtrainingandexperie erecordsof volunteersusedbyme CommitteeofAdministr rsofthe·ontorecordvolunteertraining,experie eand awards 

C 

whichare 

D 

thendestroywhennolonger needed.AUTH:Nl­AFU-90-3 
destroy2yearsafter separationofvolunteer (SeeNote).AUTH: Nl-AFU-90-3 atinitiatingactivities destroyafter1year.AUTH:Nl -AFU-90-3 atMAJCOMs destroyafter2yearsorwhennolongerneeded,whicheverissooner. AUTH:Nl-AFU-90-3 

'f-o 
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TABLE36-36 I 
Continued. I 

R 
u 
L 
E '  
5 

6 

A 

Iftherecordsare 
orpertainto 

\solicitatio casefiles 
passportsandvisas 

B 

consistin2ofrecordsnotcoveredinrules1,2,3,and4 
lettersofafcreditation,applications, statementsofunderstanding, validlicenses,lettersofauthorization,sales reports,operationalrecords,recordsofviolationsandsuspensions accumulatedinconnectionwiththe conductofcommercialtransactionswithAFmembersatAFinstallations �tzationstoapplyfomo-fee 

C 

whichare 

D 

thendestroyafter2years(EXCEPTION:atHQ USAFtheymaybedestroyedwhenno longerneeded).AUTH:Nl-AFU-90-3 destroyafter3 yearsor whennolongemeededasdictatedbytheinstallationcommander,whichever issooner.AUTH:Nl-AFU-87-33 seetable36-2,rulel 7. 7 

7.01 

7.02 

8 

9 

10 
11 

marriage 

votingassistancedata (RESERVED)recruitmentforcivilian police 

ortsand/orrequestsforvisasand rel dcorrespondencesem\:iualreportsofpassport AUTH:Nl-AFU-90-3 seetable36-2,rule 1 8annlic ions receipt elatedcorrespondence ��,fortheissu ceofuassoorts applications rmarriagebetweenAF personneland reignnationals,and relatedcorrespo ence 
oorrespondoncoondpubliraccumulatedinconnection hthe�administrationoftheFederal tingAssistanceAct 

\rostersandrelatedcorrespondence 

atAMCactivities 

atHQUSAFand MAJCOMs atotherthanHQ 

.AUTH:Nl-AFU-90-3 seetable36-2,rule 19. AUTH:Nl-AFU-90-3 destroyI yearafterapplicationisapproved ordisapproved(EXCEPTION :copyretainedbyapprovingauthoritymaybedestroyedwhennolongerneeded).AUTH:NI-AFU-90-3 destroyaftemextelection.AUTH:Nl-AFU-90-3 (RESERVED)destroyafterlyear.AUTH:NI-AFU-90-3 destroy90daysafter12 

post service USAFandMAJCOMs submissionofquarterly report.AUTH:N 1-AFU-90-3 destroyafter I13 employmentcounselingNational Urban year.AUTH:Nl-AFU-90-3 
14 Leagueveteransaffairs 
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TABLE36-36 I 
Continued. I A B C D 

R 
u 
L Iftherecordsare 
E oroertainto consistine:of whichare then 
15 I�•�(SBP) 

� 

��ilydab,�o 

spouseandotherrelatedrecords.SBP documentsarealsotemporarily maintainedintherelocationfolder(atMPFfor90davs)( seeAFI36-2 l 0 2)fami lydatarecordsusedtoestabl ish 16 :\ contactwithdependentswhose sponsorsareawayadvisingother 
e,vk,soffico,atothe,AF 10nsshoulddependentsmove 

�rea,andprovidegeneral deoen tionaboutnewlyarrived nts 
17 

. .  

signede fo,itemsloanedoot 
'.;fromlend gcloset �e

18 ,.oo,dothoo,se edbyvolunt..,,s 
�duringagivenm thandyear 

copiesofSBPelectionnotificationto atinitiatingactivities documentsareretainedintheUPRGand shouldbedisposedIA W AFI36-2608. AlITH:Nl -AFU-90-3 destroywhennolongerneeded.AlITH:Nl-AFU-90-3 
destroyuponreturnof lendingitemsorwhennolongerneeded . .  AlITH:Nl-AFU-90-3 retainedbythevolunteeronanindefinitebasis.AlITH:NI -AFU-90-3 NOTE:Accumulatingofficesmayretainuntileligiblefordisposal,providedadditionalfilingequipmentisnotrequired. 

These thr� ru es mvo v1µg telorary e ectromc record )s app y to a 11/2-<A e 5 0i q;, cl h h a ,0p/-f --lo R._ t,, 'e /,
C 1 · ru esom . the preceding table; f' x e e 

VA B C D 
. If the records which 

RULE are or oertain to consistin2 of are then a Electronic systems electronic records destroy on expiration that replace of the retention period temporary hard previously approved copy records for the corresponding hard copy records b electronic records destroy when the agency that supplement determines that the elec-temporary hard copy tronic records are super--
- . records where the seded, obsolete, or no long-- hard copy records er needed for administrative, 

. - are retained to meet legal, audit, or other opera-recordkeeping tional purposes requirements 
C .t.lectromc copies mat are oestroy aner recorQKeepmg created using copy has been created and electronic mail and filed or when no longer needed word processing or for revision, dissemination, or 

- fo filler so r n�fi�rf"n P hi PVPr ic:  l"'tP 
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TABLE36-37 I .PROGRAMADMINISTRATION I 
A B C D 

R 
u 
L lftherecordsare ' 
E orpertainto '(.onsistin2of whichare then 

re rdsconcern ingallotmentofschool 1 school quotas/course atotherthanMPFs destroy3 monthsafter 
projectfile quota ndfulfillmentthereof, trainingquotasare 

includin DY relocationforschool allocatedbythe 
or Mission dinessTraining command.AUTH:Nl -

AFU-88-17  
atMPFs seetable36-15 .  

AUTH:Nl -AFU-90-3 
1.01 

allcopiesexceptrule3 destroyafter 1 year. 
waiver 
airman training requestsforexceptionsto thorized2 

airmentrainingandutilizat AUTH:Nlo-AFU-90-3 
proceduresinconnectionwith -the-
job,cross-training,andtrainingo 
unskilledairmeninthesemiskilled 
levels 

infieldpersonnel seetable36- l 2. 3 
l\lecords AUTH:Nl -AFU-90-3 

'f-3 
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TABLE36-37 I 
Continued. I 

A B C DR 
u 
L lftherecordsare 
E orpertainto whichare thenconsistin2of 
4 foreigntrainees requestsfortraining,trainingprojects, atHQUSAF destroy4 yearsafter acceptanceornonacceptance completionofproject. messages,invitationaltravelorders, AUTH:Nl-AFU-90-3 - relatedcorrespondenceincidenttothe - - USAFprogramfortrain ingstudentsof foreigngovemmentsperAFI 16-1 0 5  

. . belowHQUSAF destroy2yearsaftercompletionofproject. AUTH:Nl-AFU-90-3 6 5 trainingrecordsforstudents seeprescribing(originals) directive.AUTH:Nl-AFU-90-3AETCForm3 l 8(Prior 1974),Allied 7 destroyafter20years StudentTrainingRecord orwhennolongerneeded, whicheveris sooner.AUTH:Nl-AFU-90-3I\�dicalanddentalrecords 8 seetable4l- l l .AUTH:Nl-AFU-90-3 
i�r studenttr,lningond 8.01 destroyoninactivationach1 vementrecordusedbylnter- oflAAF A.AUTH: 

iAmer anAirForcesAcademy Nl -AFU-90-3 (IAAF )toprovideinformationto eachstu nt'shomecountrv 9 traininginstructors formsuse orecorddataon destroyimmediately individuali structorspreserviceand afterreassignmentorinservicetra1 ingrequirements,type separation.AUTH: ofinstructoras · ment,and Nl-AFU-90-3 qualificationfo structorsupervisor assignment gn 

instructomaluatir ocds10 seecommandprescribingdirectives\r andtable3 7- 1 1 .AUTH:Nl-AFU-90-3 
11 facultyboard originalsofproceedingso acuity atcommandsbelow destroyafter1year.proceedingsand boardsappointedtodeterm eall HQUSAF,exceptHQ AUTH:Nl-AFU-90-3 administrative mattersrelatingtotheprofic1 ncy, USAFAdisenrollments deficiency,graduation,andeliminationofstudents,andoth r mattersreferredtothefacultyboa dby theschoolcommandant,andrecor s ofadministrativedisenrollments 

\1 1 .01 atHQUSAFA destroyafter2years. AUTH:Nl-AFU-90-3 1 1.02 atmedicalfacilities seetable4 l- l .AUTH:andschoolsoffering Nl-AFU-90-3 intemandresident \ 
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TABLE36-37 I 
Continued. I 

A B C D 
R 

u 
L 
E 

12 

13 

14 
15 

Iftherecordsare 
orpertainto collateral training 

-

. .. 

\loca\pmds (RESER�)progression 

consistineof sign-inandsign-outrecords,absentee reports,delinquencyreports,suspensionrecords, trainingcheck sheets,medicalclearances,requestsfordisciplinaryaction,progressreports,examinationpapers, registratfonforms,changerequests, recommendationsforelimination,and recordsofpreparationforoverseasmovementcardsusedforlocatingastudentinaclassorsquadron 
timetables,graphsandchartsusedto 

whicharetrainingbelowHQUSAF then destroy3monthsafter class/ coursecompletion providedrequired informationispostedto theindividualtraining record,orwhenno longemeeded,whicheverissooner.AUTH:Nl-AFU-90-3 destroyaftergraduationorelimination.AUTH: Nl-AFU-90-3 (RESERVED) destroywhen16 

17 

schedules 
studentresearch 
trainingsummaries 

' 

indicateprogressand/orforinstructionalpurposes,suchasstudent familiarizationinitialcharts,progress chartsandchartsoffiyingtime theses(WarCollege ),researchreports m,ndandSt,IICollege), spacepowertheses(Squadron icersSchool),andstudenttheses tituteoffechnology) trai ngsummariesandreportsof 

superseded,obsoleteoroninactivationofactivity, whicheverissooner.AUTH:Nl-AFU-90-3 destroywhennolongerneeded.AUTH:Nl-AFU-90 -3 destroyafter118 

generaltraining 
elimi es,upgrading,absentees, delinq ncies,standardizationchecks, ratingsc es,studentratioreports, activityre rts,recognitiontestsheets,rostersofst ents,andadvance reportsofgra uation technical train greports,suchas 

year.AUTH:Nl-AFU-90-3 
destroyafter119 

20 

21 

reports 
academicinstructorcoursewai vers 
educational source 

reportsofunitsa ignedfortraining, reportsofstatusan changeofstatus, statusrecapitulatio ,strength,periodic training,combatrea ·ness,andinspectionofinstructo 'classes requests,justifications, provalsanddisapprovals 
studies reports on education \ at HOsAU 

year.AUTH:Nl-AFU-90-3 
destroywhennolongereligibleforassigntoinstructional ment positionsinAUor whennolongemeeded,whicheverissooner.AUTH:Nl-AFU-90-3 hold until inactivation 

ts 
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TABLE36-37 I 
Continued. I 

I\. A B C D 

Iftherecordsare\ oroertainto 

\
22 retrainin 

-

·-

22.01 

student critiques 

consistinl!ofrequirements of the AF, All's role in meeting these requirements, studies on the effectiveness of educational programs, techniques, and related materialrequest for retraining/lateral training and any supporting records (i.e., supplemental messages, letters of recommendation, etc.) 
i\i(sdividual, group and oral 

whichare thenof AU or when no longer needed, then retire as permanent (See Note 2). AUTH: NC-AFU-75-41 approved applications see table 36- 12, rule 2and declination (note 3). AUTH: NI -statements for AFU-90-3 approved retraining reauestsdisapproved destroy 3 months after applications disapproval/cancellatio n. AUTH: Nl-AFU-for contractor training 90-3destroy with related 23 

-

24 

24.01 

25 AF established NCO Academy Graduate Association (See Note 5) 
26 

27 testaccountability/contro
1 

arized) critiques reflecting Stu ts' comments on training, base suppo facilities and services, and school uadron support for consider ion in corrective or improvem t actions 

,hmo, m, fito;, ;ndud �"'"•'.chapter constitution, byla and other governing records records for maintaining chapt;1activities, including chapter's m utesof meetings and reoorts log.s, reg;,1m, destruetion ,emfi!inventories used to control and account for test materials in the form ofstest booklets, examinations, answer keys, answer sheets, etc. 

courses contract. AUTH: NI-AFU-90-3 
for other than destroy 2 months after contractor training all action is completed. courses AUTH: Nl-AFU-90-3 serving as input/background data to training evaluations report/special study or destroy upon completion of related until no longer needed, whichever is sooner. AUTH: Nl-AFU-90-3 at NCO academies destroy when charter is dissolved. AUTH: NI-AFU-90-3 destroy after 1 year.AUTH: Nl-AFU-90-3 destroy 6 months after individual pages are completed or closed out. AUTH: Nl-AFU-92-6 

NOTE(S): ! .(RESERVED) 2.Retirewhenmicrofilmisdeterminedadequatesubstitute. 3.Retummedicalexaminationreportstothebasehospital. 4.(RESERVED) S .Asassociations'chaptersareorganizedasprivateorganizations,therecordsmaintainedbythechaptersarenot consideredofficialrecordswithinthemeaningandintentofAFI3 7- 13  8. 



C 

• 
"{tese three rules (involving temporary elecqonic records) ap�ly to �11 les in the preceding tablej -{tr f/( � ,c,.-/- R l.  fJJ < a -.f/2 .&c r-k, ,-l (�•t· Cf tP_,pl.., --to F-1..t f' 2-/.

A B 
y 

C D 

If the records which 

RULE are or oertain to consistinf! of are then 

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

hard coov records 
b electronic records destroy when the agency 

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

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

recordkeeping tional purposes 
requirements 

hlectromc copies that are destroy arter recorOKeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 
form filler software reference, whichever is later 
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TABLE36-38 I 
INDIVIDUALACADEMICRECORDS I 

A B 
R 
u 
L lftherecordsare 
E orpertainto consistineof 
1 trainingpro ess recordsofindividualtrainingand 

educationofeachstudent,indicating 
subjectsstudied,numberofbours 
devotedtotheirstudy,finalgradeor 

. ratingofproficiencyobtainedineach 
. subjectand/orthereasonfor. omp!etionofthecm=of,tudy 

2 . ·- [\'s
rmsl 56,304,379,and5653 ��Y82)(beforAttondas tingReco,d{AETC 3.01 

Form379) llduplicatesandit
originalson ofpartial 
courses/train sessions) 

3.02 ,eco«lsofind�ltraining,nd
educationofeac tudent AETCFonns379(s sof3.03 
completedcourses) 82andafter),s
StudentRecordoffraining TC 
Form l 56)(FY82andafter) 

3.04 

rule3 .4informationinPMS3.05 \ 
copiesofindividualtrainingrecords4 \ 

\ 

C D 

whichare then 
atAUandUSAF destroy30yearsafter 
SchoolofAerospace individualcompletesor
Medicine discontinuesatraining

course.AUTH:Nl -
AFU-90-3 

atSchoolofHealth 
CareSciences, USAF 
(beforeFY82) 
atAETCtechnical 
trainingcenters/field 
trainingdetachments 

atUSAFSpecial 
InvestigationsSchool 

atAETC(3 785Fld 
TngGrpandMobil 
TngGrps) 

atAETCtechnical 
trainingcenters 

microformcopiesofECistudent 4.01 a�tensionCmme 
transcriptrecordsusedtoissuestudent In itute(ECI) 
transcripts,diplomas,andcertificateof 
completion \ 

\ 

destroyafter l year 
AUTH:N l-AFU-90-3 

destroy25yearsafter 
courseiscompleted. 
AUTH:N l-AFU-90-3 

destroy30yearsafter 
individualcompletesor
discontinuesatraining 
course.AUTH:Nl -
AFU-90-3 

destroy2yearsafter 
informationisentered 

int0Pipel1ne 
ManagementSystem
(PMS).AUTH:Nl -
AFU-90-3 

retainpendingapproval 
ofdispositionauthority. 
AUTH:N l-AFU-90-3 

destroyongraduation 
oreliminationofthe 
studentfromtraining. 
AUTH:Nl-AFU-90-3 

retainatECifor30 

yearsaftercourseis 
completed,then 
destroy.AUTH:Nl -
AFU-90-3 
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TABLE36-38 I 
Continued. I 

A 
R 
u 
L Iftherecordsare 
E orpertainto 

4.02 

-
- -

.4.03 

4.04 

4.05 

5 

6 unittrainingprogram 
6.01 

7 physical training 
8 

9 

B 

consistin2ofrecordsofnonresidentstudents,includingwritingassignments,coursecompletionletters,programcompletionletters,correspondence fromstudents,etc. 
I\ 

mo •J>"ofuon,esid,ntAUCom andandStaffCollegestudent person ldataandstudentprogress 
m,gnctioto on,esidentAfrW" Collegestud tpersonaldataand studentprogre 
'"°'dsoth"'th"'o thrnugh destroyl 0yearsafter individualcompletesor 

\ discontin uesatraining course.AUTH:Nl-AFU-90-3 
Andll,,yTrainingReco,o ,.,relatedtodutyperformance, tseparatefromindividual'spri ryAF Specialty
individualtraining,ccomplishminsubjectsuniquetotheorganization andrequiredbyMAJCOM/FOA \directives 

C 

whichareatAirCommandand StaffCollege,AU 
atAirWarCollegeAU 
atAUData Automation Center 

D 

thendestroy2yearsafterinitialprogram enrollment,orupongraduation,whichever issooner.AUTH:N 1-AFU-90-3 destroy3monthsaftergraduation,6monthsaftercancellation,orwhennolongerneeded,whicheverislater.AUTH:Nl-AFU-90-3 destroy5yearsafterinitial program enrollment.AUTH:Nl-AFU-90-3 destroyl 0yearsafter initial program enrollment.AUTH:Nl-AFU-90-3 

basicmilitarytrainingchecksheets destroyafterandschedules completionofbasictraining.AUTH:Nl-\ AFU-90-3 reportspertainingtosupervisionof destroyafterI year.physicaltrainingandathletic AUTH:Nl-AFU-90-3 programs,athleticteams,andactivity reports \physicalfitnesstestreportworksheets \ destroyafterrecordingandphysicaleducationattendance informationonGeneral 

seetable36-l ,rule2.-AUTH:Nl-AFU-90-3 destroy6monthsaftercompletionoftraining,whensupersededor wh�nindividualnolongerperformstheuniqueduties,as appropriate.AUTH: Nl-AFU-90-3 
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TABLE36-38 I 
Continued. I 

A B C D 
R 
u 
L 
E 

1 0  1 1  
12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

Iftherecordsare 
oroertainto 

II. 

��ological 
nmg 

-<RE"SERVED) 
-maint anc� •·

training 

-

consistinl!of 
records 

casehistoryofthetrainingand 
evaluationofmaintenancespecialists 

maintenancetrainingrecordor 
IntercontinentalBallisticMissile 
(ICBM)teamtrainingbranchtraining 

orksheet 

whichare 

filedinconsolidated 
trainingrecord 

then 
MilitaryTraining 
Record. AlJfH:Nl-
AFU-90-3 
seetable48-2.AlJfH: 
Nl-AFU-90-3 
(RESERVED) 
givetoindividualas 
he/sheterminates 
militaryservice. 
AlJfH:Nl-AFU-90-3 

forindividualsbeing 
reassigned 

attraining 
managementor 
trainingcontrol 

sendtogaining 
organization.AlJfH: 
Nl-AFU-90-3 
destroyupon 
completionoftraining 
andwhenfilesareno 
longerneeded.AlITH: 
Nl-AFU-90-3 

atunittraining 
activities 

sendwithconsolidated 
trainingrecordwhen 
individualisreassigned 
(seetable36-l 2,rule 
I ). AlJfH:Nl-AFU-
90-3 

maintenance oficiencytests, 
managementte s,andphasetests 

trainingcharts 

\ 
individualproficiencyevaluati 
record 

trainingrequestsandtraining 
completionnotificationrecordsused 
forcontrolpurposes 

maintenancestandardizationand 
evaluationprogramrecords,i.e., 
personnelevaluationreports,and 

attraining 
management,unit 
trainingactivities,or 
workcenters 

feederfonnstoupdate 
themaintenance 
trainingrecords 
filedinconsolidated 
train ingrecord 

\ 
fi��nconsolidated 
trai · ngrecord 

destroywhen 
superseded,obsolete, 
nolongerneeded,or 
whenindividualis 
reassigned.AlJfH: 
Nl-AFU-90-3 
destroywhenreplaced, 
obsolete,ornolonger 
needed.AlJfH:Nl-
AFU-90-3 

destroywhenreplaced 
bynextequivalent 
evaluation.AlJfH: 
Nl -AFU-90-3 
destroyaftertrainingis 
completedandposted 
toapplicablerecord. 
AlJfH:Nl -AFU-90o-3 
destroywhenreplaced 
bynextequivalent 
evaluation.AlJfH: 
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TABLE36-38 I 
Continued. I 

A B C D 
R 
u 
L 
E 

22  

22.01 

23 

23.01 

24 

25 

26 

27 

28 

29 

Ifthere dsare
�orperta1 to 

-
- -

. .. 

traffic safety educationanddrivingexperienceOJTtraining 

militaryaptituderating 

consistin2ofpointscomputationrecords 

I\' 

whichare usedforpointscomputation duplicatecopiesmaintainedbyunitqualitycontrol pointscomputationsummaries 

then Nl-AFU-90-3 destroywhenpointscomputationsummariesareproduced.AUTH:Nl-AFU-90-3 destroy2yearsafterevaluation,orwhennolongerneeded,whicheverissooner. AUTH:Nl-AFU-90-3 destroyafterl year.AUTH:Nl-AFU-90-3 destroyafterltmini ityreconls,kaining
�rostersan rainingschedules �o

year ,or whennolongerneeded,whicheverissooner.AUTH:Nl-AFU-90 -3 destroywhenICBMmainto
:training/require entsrecordsfiledin 

,consolidatedtraim grecord ICBMproductioninspe torrecords 
duplkatesofrecocdsinrnlod 2 \through25 

\ 
\ 

formsaccumulatedbymilitary trainingdepartmentsofofficer candidateschoolsandaviationcadettrainingschoolstoevaluateleadershippotential 

atqualitycontrol 

\ 

indi vidualisremovedfromICBMmaintenanceduty.AUTH:Nl-AFU-90-3 destroywhensuperseded,nolongerneededorwhenindividual is reassigned.AUTH: Nl-AFU-90-3 destroyafter1year,orwhennolongemeeded,whicheverissooner. AUTH:Nl-AFU-90-3 seetable9l -4. AUTH: Nl-AFU-91-6 sendtoMPFuponPCS;togainingactivity uponPCAw/oPCS;or givetoindividualupon separation,retirement,orpromotiontoE-9, providednotneededtorecordfurthertraining.AUTH:Nl-AFU-90-3 destroy3monthsafter graduation of individualclass,providedsummary resultspertainingto 
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TABLE36-38 I 
Continued. I 

A B C D 
R 
u 
L 
E 

erecordsare
;{;!,ertainto 

\USAFairt ffic 
consistin2of 

USAF A TCcertificaterequestsusedto 
whichare 

atrequesting 
thena viationcadetsarepostedtothetrainingrecord.AUTH:Nl-AFU-90-3destroyuponreceiptof 30 

31  

32 

33 

34 

35 

36 
37 

38 

39 

40 

41 

42 

43 

-control(AT certification 

. 

requestcertificateissue,reissue, replacement,orcancellation. 

\ 

activities,pertainingto certificateissue,reissueorreolacemen tatrequesting certificate.A UTH:N 1-AFU-90-3 destroyafterIactivities,pertainingtocertificatecancellation atHQAFCC year.AUTH:N l-AFU-90-3 destroyafter3years. AUTH:Nl-AFU-90-3 retumtoindividual Ccert;ficat=,ncelled vidualisreclassifiedfrom §areerfield,ismedically ed,retires,dies,sorisreleased SAF /ReserveF orces USAF As rate,w;thd"wn\as,;gnmenVpe,so ;onsotspecialorderswhic ppointunit �trainingandstandar ationspecialist andassistantmasterrosterofvalidA Ttcertificates facilitytrainingguidesa��s
1indoctrinationprogramch cklists ,econl.spertmenttotheappo tofUSAF ATCpersonnelasF AA \examiners ,econl.spert,in;ngtothesuspension/withdrawalofan \individual's USAF ATCcertificate monthlytrainingschedulesandtests \preparedtoevaluatetheresultsofscheduledandsunnlementaltrainingapplicationsforF AAairman certificationand/orrating notificationofATCfacility 

atA TC function 

atHQAFCC atallotheractivities 
\ 

\ 

aftercertificateismarked"cancelled."AUTH:N l-AFU-90-3 destroyuponnotification of withdrawalbyHQAFCC.AUTH:Nl-AFU-90-3 destroywhensupersededorobsolete .AUTH:Nl-AFU-90-3 
destroyuponterminationofthe appointrnent.AUTH:Nl-AFU-90-3 destroyafter4years(SeeNotel ).AUTH: Nl-AFU-90-3 destroyafterIyear.AUTH:Nl-AFU-90-3 
destroyIyearafterclassificationissuedannuallyandused todeterminetrainingtimelimits requiredforissuanceoffacilityratings \ 
beingsuperseded. AUTH:Nl-AFU-90 -3 
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TABLE36-38 I 
Continued. I 

A B C D 
R 
u 
L 
E 
44 

45 

46 
47 

48 

cordsare=� �or ainto 

-
. 

-. -

consistine:ofOJTtrainingrecordcontinuationsheet pertainingtoA TCtraining,not recordedelsewhere,forofficersassignedtoA TCduties,andare maintainedinofficer'strainingfolderATCevaluationrecordkeptinofficer's 
whichare thengivetoindividualupon terminationofATC duties.AUTH:Nl-AFU-90-3 givetoindividualwhen trainingfolderorasatransitorypart oftheconsolidatedtrainingrecordfor enlistedpersonnel,asapplicable 

(RESERVED)\. 

thefacilityratingor positioncertificationisnolongervalid,thenextevaluationisperformed,afacility ratingisissued,or individualisnolonger intrainingforafacility rating(SeeNote2). AUTH:Nl-AFU-90-3 (RESERVED)
spodoltcleortio ond"''"ning 

�trainingrecordkept trainingfolder 
ATC/woath,m•Ofieoto Ongrecord \o

holdfor2years,thengivetoindividual.AUTH:N l -AFU-90-3 givetoindividualupon permanenttermination ofATCduties.AUTH: N l-AFU-90-3 destroyafter6months. 49 ECiendofcourse testingandjob inventorvorogram '"'o,ds,"'o«lingth"ompl,OonoECltestsandjobinventories \ AUTH:N l-AFU-90-3 
NOTE(S): 1 .Theserecordsmayberetainedin theofficeofrecordfor3 yearsaftercutoff. 2.Aspecialevaluationresultinginrevokingafacilityratingwillberetaineduntilindividualisrecertifiedor reclassificationiscompleted.Specialevaluationofprogressforindividualsinupgradetrainingwillberetaineduntilthe individualisupgradedorreclassificationiscompleted. 
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C 

. . .These three rules (involving temporary electronic records) apply to all rules in the preceding table: 
A B C D 
If the records which 

RULE are or oertain to a Electronic systems 

b 
- --

. 

r.1ecrromc copies 

-

electronic records that replace temporary hard copy records 
electronic records that supplement temporary hard copy records where the hard copy records are retained to meet recordkeeping requirementsmat are created using electronic mail and word processing or form filler software 

consistin� of are thendestroy on expiration of the retention period previously approved for the corresponding hard coov records destroy when the agency determines that the elec-tronic records are super-seded, obsolete, or no long-er needed for administrative, legal, audit, or other opera-tional purposes 
aesrroy aner recorOKeepmg copy has been created and filed or when no longer needed for revision, dissemination, or reference, whichever is later 
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I 

TABLE36-39 I 
AIRFORCEINSTITUTEOFfECHNOLOGY(AFITITRAININGRECORDS 

R 
u 
L 
E 
I 
2 

3 

45 

A 

cordsare��ainto 
(RES�VED) 
activedu ,ANG 
andreserv fficers 

-

•· 

admissioneligibility 
records 

(RESERVED) 
-

B 

consistin2of 

individualeducationalcredit 
transcripts,certificatesofcompletion 
ofcorrespondenceorgroupstudy 
courses,eligibilityapplications,and 
simi larrecordswhichserveassource 
documentsfortheupdateofthe 
personneldatasystem(PDS)orrelate 

eligibilityfororadmissiontoAFIT rtograms.,�,dbriofs,quotamanagomont 
doc ents,reportsandotherrelated 
select nrecords 

\. 
\.odueationa�anse,;pt,attosting 

C 

whichare 

atAFIT ,Directorateof 
Admissions/Registrar 

6 Graduateand 
Professional toattendance IT 
Continuing 
Education(PCE) ,eg;,rration onrol t;,1;.,a1 7 

8 

9 
10 

1 1  

reports and ,
statistical data reports,coursedata,r earchstudies,�

graduation policies 

airman education individualfilesofrequests 
andcommissioning evaluationofeducationaltra cripts, 
program(AECP) tests,certificatesofcompletion 
applications correspondenceorgroupstudy 

courses,correspondence,medical 
reports,andotherrelatedrecords 
pertainingtoeligibilityforand 
admissiontoAFIT 

(RESERVED) 
roster rosterofeducationalbackgroundof 

officers 

collegecatalogs college/universitycourseofferings 

' 

12 CommunityCollege transcripts,grades,courseevaluations 
oftheAirForce andcoursecompletionrecords 
records pertainingtoacceptedtransfercourses 

asoutlinedbytheCommunityCollege 
oftheAirForce(includingAFITshort 
courserecords) 

atind;vid T 
sch�lsregi rar's�section 

D 

then 
(RESERVED) 
destroy 1 yearafter 
officerisdroppedfrom 
AFrolls.AU TH:Nl-
AFU-90-3 

destroywhennolonger 
needed.AUTH:Nl-
AFU-90-3 
(RESERVED) 

destroyafter50 years. 
AUTH:Nl-AFU-90-3 

destroywhen 
superseded,revised,or 
obsolete.AUTH:Nl-
AFU-90-3 
destroy 1 year after 
officerisdroppedfrom 
AFrolls(note). 
AUTH:Nl-AFU-90 -3 

(RESERVED) 
destroywhen 
superseded,revised, or 
obsolete.AUTH:Nl-
AFU-90-3 
destroywhennolonger 
needed.AUTH:Nl-
AFU -90-3 
destroy5yearsafter 
completionofcourse. 
AUTH:Nl-AFU-90-3 

NOTE:IfairmanisnotselectedforAECP,returnrecordstoairman'sbaseEducationServicesOfficer(ESO). 
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. .These three rules (involving temporary electronic records) apply to all rules in the preceding table: 
A B C D 
If the records which 

RULE are or oertain to consistinf!' of are then a Electronic systems electronic records destroy on expiration that replace of the retention period temporary hard previously approved copy records for the corresponding hard coov records b electronic records destroy when the agency that supplement determines that the elec-temporary hard copy tronic records are super--
- - records where the seded, obsolete, or no long-hard copy records er needed for administrative, -. - are retained to meet legal, audit, or other opera-recordkeeping tional purposes requirements�1ecrromc copies mat are oesrroy aner recoroKeepmg created using copy has been created and electronic mail and filed or when no longer needed word processing or for revision, dissemination, or form filler software reference, whichever is later 
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T ABLE36-40 I 
TRAININGMATERIALS I 

A B C D 
R 
u 
L Iftherecordsare 
E orpertainto consistineof whichare then 

curriculummaterials recordsetsofspecialtytraining forcurrentcourses, destroywhen 
usedinformal standards,coursetrainingstandards, exceptthosecovered supersededorrevised 
trainingcourses coursesyllabi,plansofinstruction, byrules2and2. I (note l ).AUTH:Nl­

coursecharts,andcomparable AFU-90-3 
guidelines 

2 forsubstantially retireasperrnanent 
revisedand (notes loand2). 
discontin uedcourses AUTH:NC l-AFU-83-
attheAirWarCollege 55 

2.01 forsubstantially destroyafter l 0years 
revisedand (note l ).AUTH:NI­
discontinuedcourses, AFU-90-3 
exceptthosecovered 
byrule2 

3 recordsetsoftrainingplans,technical destroywhenrevised, 
trainingwritingproductionplans, obsolete,oron 
evaluationplans,andinstructional discontinuanceofthe 

aterials,includinglessonplans, relatedcourse.AUTH: 
te ts,films,charts,recordings,student Nl-AFU-90-3 
stu guides,studentworkbooks, 
stude texts,programmed 
instruc · nalmaterial(tests,tapes, 
filmstrip lides,scripts,forlive 
presentatio s,etc. ),testmaterials, 
miscellaneou andouts( wiring 
diagrams,table data,etc.)and 
comparabledata currentor 
discontin uedcours 

3.01 forpossiblesecurity destroy& yearsafter 
assistancetraining weapons 

system/equipmentis 
phasedoutfromthe 
USAFinventory(note 
3).AUoTH:NI-AFU-
91-34 

3.02 periodiccurriculum 
histories(formerly 
rule3. I )  \ seerule l 6.AUTH: 

Nl -AFU-91-34 

4 extension course recordsetsofextensioncourse \ atHQAU destroywhenrevised, 
materials directivesandResidentSchoolText, obsolete,oron 

withrelatedbackgroundmaterial discontinuanceofthe 
relatedcourse.AUTH: 
Nl-AFU-90-3 
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uLE4.01 
4.02 

4.03 
4.04 

lftherecordsare orpertainto 
-

- --
. --

jobqualification 

consistine:of recordsetsofextensioncoursematerialsproducedinsupportoftheextensioncourseprogramforECI, includingcareerdevelopmentcourses(CDCs )andothemonresidentcourses, andsupportingcorrespondenceandbacki,-oundmaterialcurriculumchangesandrelated recordsusedtoactivate,suspend,or deactivateentirecoursesorindividualcoursevolumes;toannounce temporarysuspensiontocoursesorindividualcoursevolumes;andtoecia!instruetionsoon,emffigignificantchangeorchangesin �Clcurriculumwhenacourseis d tivatedhist icaldata,coursestatus, volume status, xaminationstatus, volume review ercisedatacardsfor extensio coursesandcareer developm ntcoursesusedtofurnisha completere ordofeverycourse, processedbsupplement, RE,CE,andVRE 
Icoursestatusr��sedtoshowthestatusofactivean rogrammedcoursesinthecurri !um reeo,.l.setsoDQSs 

C 

whichareatMAJCOMsand subordinateunits 
D 

thendestroyl 8monthsafterECicoursedeactivation date.AUTH:Nl-AFU-90-3 
hold20yearsinECI, thendestroy.AUTH: Nl-AFU-90-3 

destroywhenrevised,s standards(JQSs) 
manuscriptsor \ draftsofproposedorrevised 

obsolete,orondiscontinuanceoftherelatedcourse.AUTH: Nl-AFU-90-3 destroywhenprinted 6 

7 

8 
9 

proofs 
nonrecordsetsoftrainingmaterials 
trainingaidsactivity 

publications,texts,orothertra ing materials;printersgalleyorpag proofs,andotherworkingorcont Idatausedincreating,preparing,an publishingtrainingmaterialsnonrecordcopiesofinaterial, identifiedinrulesI through5,usedintrain ingprograms \ 
originaldrawingsofclassroomor 

forcurrenttrainingprograms 
�fo,oontin"odnmgprogramsthelr;nalphotograoh, 

materialisreceivedand determinedaccurate,orretainforfutureuseifcameraready.AUTH:Nl-AFU-90-3 destroywhensuperseded,revised,or obsolete.AUTH:Nl -AFU-90-3 destroycurrentmaterial Nafter2years.AUTH: l-AFU-90-3 destroywhenobsolete 
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TABLE36-40 I 
Continued. I 

A B C D 
R 
u 
L 
E 

1 1  

\ mo,dme 
!�!ttainto casefi consistin2oflaboratoryequipment,demonstration models,buildingplans,andlaboratoryequipmentinstallations,training applications,photographs,listof printsanddrawings,billofmaterials, devices,partslist,engineeringandtechnical in formationoperationsand maintenancemanual 

\dup atefilesofdrawingsof 

whicharedrawing,andsummary reportofapprovedtrainingaids 
sentwiththerelated equipmentwhenitis transferred to redistributionandmarketingforsal vage orotherfinaldisposalaction 

thenornolongemeeded.AUTH:Nl-AFU-90-3 
destroy6monthsafterequipmentisdroppedfromequipmentauthorizationinventorydata(EAID)records. AUTH:Nl-AFU-90-3 destroywhenlabora oryorclassroomequipment, demon ationmodels,buildingplans, andlabor toryequipment equipmentistransferredto redistributionandmarketing,orondiscontinuanceofthecourse, whicheveris sooner.AUTH:Nl­AFU-90-3 destroyafter3years, or 12 requ"1sfortramio wm-ko,dm 

�:authorizingproduct n,dataon material,labor,produ iontime,and completiondates whennolongemeeded, whicheverissooner.AUTH:Nl-
13 mobiletrainingset/equipmentfiles ( MTS) 
14 

15 trainingsystems research and developmentmaterials 
16 periodiccurriculum histories 

MTSinventories,move ntandlocationrecords,trainersp ifications, proposal/trainingchangelo ,CEMO machinelistings,andcorresp dence pertainingtoMTS,equipment atus, andequipmentchange 
correspondence,EDPproducts,and \researchreportsfromintemaland othersourcesrelatingtodevelopment, operationandevaluationoftraining systemsperiodiccurriculumhistoriespreparedbydirectorates,departments,or divisionsoftheProfessiona!Military EducationResidentprol!;rams 

attheaerospace destroywhenAFU-90-3 equipmentand supersededorobsolete. technical services AUTH:Nl-AFU-90-3 section,departmentoffieldtrainingondiscontinuanceofa destroy1year after MTSorportions thereof atMAJCOMsandbelow 
\ 
ao repa,ingoffices 
\o

finaldispositionofrelatedequipment.AUTH:Nl-AFU-90-3 destroywhensuperseded,obsolete,ornolongerneeded,whicheverissooner.AUTH:Nl-AFU-90-3destroyafter5years,or whennolongemeeded,whicheverissooner.AUTH:Nl-AFU-91-34 
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NOTE(S): 
l .NotapplicabletorecordsoftheAirForceAcademyoroftheJointMilitaryColleges. 
2.TransfertotheNationalArchivesin5-yearblockswhenlatestrecordis25yearsold. 
3.TheMAJCOMfocalpointforSecurityAssistance(SA)storesonecopyoftrainingmaterialsfordiscontinuedcourses 
withpotentialforSAuse.TrainingactivitiesincludingANGandAFREScontactAFSATrfO,HQACC/DOT,HQ 
AMC/XOTT,orHQUSSTRATCOM/DONasappropriatetodetermineSAapplicability;andforwardssuchSAtraining 
materialidentifiedonRecordsTransmittalandReceipt(SFl35)toMAJCOM.TheMAJCOMfocalpointforSAprovidesa 
copyoftheSFl 35toAFSAT rfO,RandolphAFB,TX78 l 50-500 l 

. 
These thr/2 ru es Cmvo1vmg t!!mporary e 1e1romc recor d )s J.,P y to a ll ru es m . the prece mg ta I 

f!. vi f � a J 6.Jc. do ..., t- · c.i.tf)p t RIA le__ ?... . 
ej 

A B ' C  D 
If the records which 

RULE are or nertain 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 coov records 
b electronic records destroy when the agency 

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

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

recordkeeping tional purposes 
requirements 

C .t.1ectromc copies tnat are aestroy aner recorOkeepmg 
created using copy has been created and 
electronic mail and filed or when no longer needed 
word processing or for revision, dissemination, or 

- form filler software reference, whichever is later 
-
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TABLE36-41 
USAFAA 

A 
R 
u 
L 
E 
1 

2 Cadet Scores 
3 AcademicRequirements 
4 Instructor'sWorksheets 
s 6 CadetGrades 

B 
consistin of fonnsforadministrationofclasses, includingRequestforSpecialClassroomRequirements,Requestfor CourseOfferingRestriction,Drop/ Add Authorization,Requestforesectioning,PreliminaryCourse 0 eringlnfonnation,Requestfor Aca emicWaiver,Pennissionto Enro ·nlndependentStudycourse, andoth relateddocuments recordso coresonlabreports,case studies,gra edreviews,finalexam, tumoutexam validationexams, midtenns,and adedreviewof courseswithnofi alexam themes,researchp ers,graded recitations,gradedr iews,other gradedwork,labrepor andcase studies,finalexams,tu utandvalidationexams,midter exams,and gradedreviewsforcoursesi whichno finalexamis iven fonnsforrecordingrawscoresa: dgradesduringperiodbetweensubmissionofgradesatmidorend semester 
fonnsforreportingcadetgradesanderrorsingrades 

C 

whichareateachdepartment 

atPhysicalEducationoffice 

D 

thendestroyatendof academicyearoruponcompletedaction,whicheverissooner. AUTH:NCl-461-82-17 
destroyafter1yearorwhennolongemeeded, whicheverissooner. AUTH:NCl -461-82-17 destroy3monthsafter endofsemesterin which administered ( SeeNote).AUTH: NCls-461-82-17 destroyafter1yearorwhennolongemeeded, whicheverissooner. AUTH:NCl-461-82-17destroyafter4academicyears.AUTH:NCl-461-82-17 destroyuponcompleted action.AUTH:NC 1-461-82-17 
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TABLE36-41 I 
Continued. I 

R 
u 
L 
E 
7 

8 
9 
10 

1 1  
12  

13 

14 

A 

Iftherecordsare 
orpertaintoCourseEn ollment 
Course Books \ 

FinalCourseGrade Sheet 
Awardoffransfer Validation Credit 
academicadvisorrecords 

B 

consistin2offormsshowingstatusofcourseenrollments,suchas:Academic ProgramSummary,AcademicProgramchange,PermissionforLate Enrollment,attendancerecordsand relateddocumentscoursesyllabus,lessonassignments,'idouts,testingmaterials,gradeistics,midtermandfinal minationsalp andorderofineritlistingsby cours orcertificationascorrectbyall depart nts 
formsauthorizin transferofcredit fromothercollege rcadets 
,orre,ponden,oandrnlated,suchasgetwellplans,grades, �AcademicReviewCommitteenotifications,AcademicProgram Summaries,counselingsessions 

C 

whichare 

atOfficeofthe Registrar othercopies 
atOfficeoftheRegistrarothercopies 
keptbyeachacademic advisor 
keptbyeachacademic 

D 

thendestroyafter 1year,whensuperseded,orupon graduation, whicheverissooner.AUTH:NC l -461-82- 1 7  destroywhennolongerneeded.AUTH:NCl-461 -82- 1 7  destroyafter6years.AUTH:NC 1-46 1-85-3 destroyafter 1yearorwhennolongerneeded,whicheverissooner.AUTH:NCsl-46 1-82- 17  destroy1 yearaftergraduation.AUTH: NC1-461 -82- 17  destroyafter3months,orwhennolongerneeded, whicheveris sooner.AUTH:NC 1-461 -82-17 destroyaftercadet'sgraduation.AUTH: Nl-461 -92-4 destroy6monthsafter\ computerprintoutandrelated advisorondisenrolled�adets x=sMd cadet'sdisenrollmentdate.AUTH:Nl-461-92-4destroyafter15 Academic Progress Report correspondenceofcadetAcademic progress Re ords �s
' 

graduation,orwhenno longerneeded,whicheverissooner.AUTH:NCsl-461-82- 17  
NOTE: Maybereturnedtocadetatdiscretionofcourseinstructor. 
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TABLE36-42 I 

USAF AA THLETICTRAINING I 
A B C D 

R 
u 
L 
E �,Ath; rtainto...,.,.,, whichare theno consistingof 1 testfonnsforgradingperformancein atPhysicalEducation destroy30daysafter 

Perfo ance physicaleducationandanswersheets office endofacademicyear. 
AUTH:NC l-46 1-82-16 

2 Phy,kalE recordsondeficientcadets: i.e.,low destroy 1 yearafter 
Perfonnan� PEgrades,remedialswimmers, weight graduation.AUTH: . 
Counseling controlprogramrecords,athletic Nl-AFU-88-1 1 

3 

. ·- probationrecords,PhysicalEducation 
Reviewcommitteerecords 

lntramuralSeason \ fonnsmonitoringteammember's 
Participation attendance/participation 

destroyafter I year. 
AUTH:NCI-461-82-16 

4 Intramural srecordingcadet'sintramural lti:Competition ticipationandresultsf:�rep,,odoo,,<hoou,,o,nd 5 OICSummary 
subc rsetogetarithmeticmeansfor 
acade · cyear 

6 Basketballfiles scoutin andb,skotball 
�programs choolstobeplayed�r onti,t 

atBasketballOffice destroyafter5yeai-sor 
whennolongemeeded, 
whicheverissooner. 
AUTH:NCI-461-82-16 

7 

8 

9 

10  

1112  
13 

RecruitedAthletes ..,,filosofr;�athletes,unsucces lcandidates, 
enrolledanddeparte cadetathletes 

SportsContracts oontmtswithwdou,;n,�t•foc 
futurenegotiationsforfootb 1 

Sportsfiles individualcasefilesbysport/sc 1 
usedformakingtransportation, 
lodging,andotherarrangementsfo 
eachscheduledcontest;intercollegi e 
athleticcontestcontracts( except 
football) 

HomeFootballGame reportsonfinances, weather 
DayOperations conditions,personnelproblemareas, 

andincidents 
(RESERVED) 
AthleticSchedule scheduleforeachsport 

SportsPublicity filesofforms,newspaperclippings, 

\ 

atAthleticDepartment 

atDirectorateof 
Athletics 

atDirectorateof 
Athletics 

\ 
\ 

\ 
atSp�fonnation 

destroy 1 yearafter 
graduation or 1 year 
aftercadetwouldhave 
graduated.AUTH: 
NCl-461-82-16 
destroyafter25years 
(SeeNote).AUTH: 
NCl-461-82-16 
destroyafter4yearsor 
whennolongemeeded, 
whicheverissooner. 
AUTH:NC l-461-82-16 

destroyafter l 0years 
(SeeNote).AUTH: 
NCl-461-82-16 
(RESERVED) 
destroywhennolonger 
needed.AUTH:NCI-
46 1-82-16 

Information picturesandarticlesonsportsand 
cadets,coaches,andstaffwho 
participateintheathleticprogramand 
formsrecordingpersonalinfonnation 
onenterin�cadets 

Office 
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These three rules (involving t�mporary electronic records) apply to all rules in the ·preceding table: 

A B C D 
If the records which 

RULE a are or oertain to Electronic systems 

b 
-

-

-. 

C htecrromc copies 

consistin2 of are thenelectronic records that replace temporary hard copy records 
electronic records that supplement temporary hard copy records where the hard copy records are retained to meet recordkeepingrequirementsmat are created using electronic mail and word processing or form filler software 

destroy on expiration of the retention period previously approved for the corresponding hard copy records destroy when the agency determines that the elec-tronic records are super-seded, obsolete, or no long-er needed for administrative, legal, audit, or other opera-tional purposes 
aestroy aner recon.u1 ..eepmg copy has been created and filed or when no longer needed for revision, dissemination, or reference, whichever is later 

https://recon.u1
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These three rules (involving temporary electronic records) apply to all rules in the preceding table: 
If the records 
are or oertain to RULE 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 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 
c.lectromc copies mat are aestroy aner recoraKeepmg 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 

TABLE36-42 I 
Continued. I 

A 
R 
u 
L Iftherecordsare 
E oroertai� 
14 Ph,sicalEdur

-
. . 

15 PhysicalFitnessT�st . .. . . ·-
16 SquadronAthletic Advisor'sRecords 17 CadetActiveWeightControl 

• 

B 

consistinl!of recordofallphysicaleducationgrades,physicalaptitudeexamination,swimtestscore,physicalfitnesstest,andintramural/intercollegiater'barticioationforeachcadet 
ding,-esultsofcadet physt lfitnesstests correspon�ndrelateddocuments 

ph,sicalfitness,r ntrnlform,notificationsounderweight/overwei tstatus,test results,graphs,counselin ecords, andotherrelateddocument 
\ 

• 

C 

whichareatAthleticDepartmen t,Anal ysis Division 
SquadronAthleticAdvisor'sOffice 

445 

D 

thendestroywhensupersededomolongerneeded.AUfH:NCI -461-82-16 destroyafter4academicyears.AUfH:NC l-461-82-16 destroyoncadet'sgraduation.AUfH:Nl-AFU-88-11 forwardtoAthleticDeptResearch/ AnalysisBranch upon graduation.AUf�: Nl-461-82-16 

A B C D 
which 

consistim, of are thena 

b 

- -- -
. .. . 

requirements 

65. 

C 



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

If the records which 
are or nertain to RULE consistin!! of 
Electronic systems electronic records destroy on expiration 

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

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

1:.1ectromc copies oestroy aner recoroKeepmg created using copy has been created and electronic mail and filed or when no longer needed word processing or for revision, dissemination, or form filler software reference, whichever is later 

T ABLE36-43 
USAFAMILITARYTRAINING 

A B 
R 

Ii) 

u 
L 
E 

2 

3 

4 

5 

6 

lftherecordsare 
or ertaintoSurviva!Evasion Resista e(SRe 
sRecords BasicCadet Training(BCT)Administration SummerTraining Records · RESERVED Lesson/Briefingand Critique 

consistin oftraininganddutystatusreportofdaily activities formsrecordinggradesforsurvival andevasionincludingSERETraining R udentGradeRecordandE vasion rdforms dreports,suchas: Incident/ Acciden eport,StrengthReport, Dut Statu e ort computershe ,programlists, recordsofi raduat summerassign ntlists,completion 
written exercises 

whichareatSEREoffice 
atBCTmonitors'offices forgraduatedcadets 
atMilitaryTraining Division 

thendestroywhennolongerneeded.AlJfH:NCl-461-92-3 
destroywhennolongerneeded.AlJfH:NCI-461-82-9 destroy6yearsafter graduation.AlJfH: NC 1-461-82-9 RESERVEDdestroyl semesteraftercompletionofcourse. AlJfH:NC 1-461-82-9 

A B C D 

are then a 

b 

-
- -
·• .. 

tna£ are 

-



446 AFMAN37-1391Marchl996 

TABLE36-44 
FLYINGTRAININGRECORDS 

A 
R 
u 
L 
E1 

1.02 

1.03 

• 
B 

consistin of 
individualstudentandaircrewrecords, 
includingvarioustypeaircrafton 
whichastudentischecked;statements 
offiyingexperience;recognition 
testingforms;cockpit(blindfold) 
checklists;sequencerecords; 
transitiontrainingproficiencyreports, 

igh treperts,flightrecordwork 
eetsandcardfilesonflyingtime, 

ch kouts,recordsofairsickness, 
pro sschecksheets,phaseand 
accom · shmentcharts,ratingscales, 
gradeshe sforstandardizationflight 
checks,inst ctionchecksheets, 
assignmentsli ets,requestsfor 
trainingflightsa dassignmentof 
aircraft,examinat ns,and 
questionnaires 

logsandchartsforUPT,UNT,NBT 
andEWOTrecords 

AETCundergraduate 
pilottraining(U PT) 
recordsofpilotswith 
directflyingor 
"banked"flying 

signments 

destroyafter4 years;or 
1 yearaftercompletion 
offiyingtrainingor 
requalificationtraining, 
provideddataare 
postedonindividual 
trainingandflight 
records;whicheveris 
sooner.AUTH:Nl­
AFU-92-28 
destroyafter 
completionoftraining. 
AUTH:NI-AFU-90-3 

• 
C 

whichare 
notregularflying 
recordsrequiredby 
AFI I 1-40o1 

AETCundergraduate 
navigator(U NT), 
bombardier(NBT), 
andelectronicwarfare 
officer(EWOT) 
trainingrecords 

D 

then 
destroy3 monthsafter 
completionoftraining 
phase,providedflying 
timedataarepostedon 
individualtrainingand 
flightrecords. 
(EXCEPTION: 
AFROTCformsand 
relatedpapersare 
destroyedafter2yeart) 
AUTH:Nl-AFU-90 -3 

destroy 1 year after 
completionoftraining, 
provideddataare 
postedonindividual 
trainingandflight 
records.AUTH:NI­
AFU-92-28 
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TABLE36-44 I 

Continued. I 
A 

R 
u 
L Iftherecordsare 
E orpertainto 
2 \ trainingaidsusage 

s�thetictrainer \ 

B 

consistingofrecordsreflectingindividualprogress andtimecompletedinaLinktrainer; Linktrainer-schedules;transition checkouts;requestsforassignmenttotraining; instrumentprogressrecords; extendedflightrecordsforinstrument training;instrumentquestionnaires; operationalcertificatesforblind flying;schedules;activityreports missionsheets;transitionflying certificates;in strum en tinstruction sheets;andinstrumenttrainercharts ( trackflownbystudent );notrecordsof individualaltitudechamberflights 

C 

whichare 

D 

thendestroy3monthsaftercompletionoftraining phase,providedrequiredflyingtimeis postedonindividualflightrecords.AUTH: NI-AFU-90-3 
seetable2 l -5,rule4. 3 timeflightinstructors \ flyingtrainingreportsandrecordsof AUTH:NI-AFU-90-3destroyafter6months4 records 

aircrewinstruction 

flyinginstructors,including instructionlogs,airplaneassignmentsheets,flyingschedules,consolidated raderecordsandreports,flying t iningreports,trainingstatuscheck sh ets,studentdispatchsheets, inst ctor'stimesheetsforstudent requt ements,recapitulationforms, ands entratioreoortsflyingtr iningrecordspertainingto 

(EXCEPTION:within AETC,destroy6 monthsaftertheIPis placedon unrestrictedIPorders).AUTH:Nl­AFU-90-3 
destroyafterIs records 

aircrewquali 

simulate combatoperations,briefing, andinterr ation,includingcombined trainingrep rts(recordofinterception betweenbom rsandfighters),crew flyingtrainin nstructions,crew status,combatc ewprogress,combat trainingmission eports,mission surveysheets,che sheetsfor recordingtimeand ades,phase checkscoresheets,a briefingforms certificatesshowingt tanaircrew 

year,orondiscontinuanceof activity, whicheveris sooner.AUTH:Nl­AFU-90-3 
6 certificates ti cation 

L..-_7 __. radarandbomb 
memberhasdemonstra dsatisfactory performanceandknowl geof procedures,techniques,e uipment, anddirectiveswhichwoul ssuresafe andsuccessfulaccomplish entof his/herflyingdutiesintheas ·gnedaircraft \ atofficeoforigin 

giveformspertaining topreviouslyassignedaircrafttoindividual concemed,ormaintain asdirectedbythe MAJCOM,whenanindividual'saircraft assignmentischanged.AUTH: N l-AFU-90-3 _ destroy6monthsafter 
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graduat1 nclasses 

11 

1 1.01 
12  

AFMAN37-1391Marchl996 

TABLE36-44 I 
Continued. 1 

B C DA 
R 
u 
L lfthe rdsare\:t consistin2of whichare thenE oroerta1 to 

scoringsim lator obsoleteorsuperseded. 
frequencyba s AUTH:Nl-AFU-90-3 

atotherthanofficeof destroywhen8 
origin superseded,obsolete,or 

nolongerneeded. - - AUTH:Nl-AFU-90-3 
Reserveflight seetable 13-8.AUTH: -9 . 
trainine: .. [\ . Nl-AFU-90-3 10 flyingtraining .. "raftacddonts(io destroyafter l year,or 
reports tra ing),reportsontransition ondiscontinuanceof 

lg,formation,navigation,time activity, whicheveris train 
lost,re rtsofenteringclassesand sooner.AUTH:Nl-

AFU-90-3 
qualificationanswer completee eetsto at destroyafterexam 
sheetsandwritten 1e instrums Standardization/Evalu scoresareenteredinqualificatio ntexams 

�e �s ationOffice aircrewqualificationexams 
recordandcertified. 
AUTH:Nl-AFU-91-43 

open/clos«lbookee meot destroywhen 
superseded,obsolete,or \exams 

�e nolongerneeded, 
whicheverissooner. 
AUTH:Nl-AFU-91-43 

trainingprogress AETCFonns240(flyiogtrWne destroy 1 0yearsafter 
individualcompletesor

\ discontinuesatraining 
course.AUTH:Nl-
AFU-90-3 
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C 

These three rules (involving temporary electronic records) apply to all rules in the preceding table: 
A B C D 
If the records which 

RULE are or nertain to consistin!!: of are then a Electronic systems electronic records destroy on expiration that replace of the retention period temporary hard previously approved copy records for the corresponding hard copy records b electronic records destroy when the agency that supplement determines that the elec-
- temporary hard copy tronic records are super-- - records where the seded, obsolete, or no long-hard copy records er needed for administrative, .. .. .. ... are retained to meet legal, audit, or other opera-recordkeeping tional purposes requirementst:.1ectroruc copies tnat are aestroy aner recoraKeepmg 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 
-

7o 
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TABLE36-45 I 
USAFAFLYINGTRAINING 

A 
R 
u 
L Iftherecordsare 
E oroertainto 
1 ManifestandMaster 

Jump 

IndividualJump 
Record 

I 
B C D 

whichare thenfonnsf�uHngondverity;ng atAirmanship destroyafter25years
JUmprecor Division (SeeNote).AUTH: 

NCI-461-82-4 ,asefileofoachs u,l'spa,"hute upondisenrollmentor
jumpsincludingt Advanced graduation,giveto
parachutingRecor individual.AUTH: 

NCI-461-82-4 
\ 

7/ 

2 



449 

• 
AFMAN37-1391March1996 

D TABLE36-45 IContinued. I 
A 

R 
u 
L 
E �....,.,.,.tainto 
3 P=cM,int, ••ce 

\ _s
4 Parachuting�ly 

Operations · .. -JumpCortificati

B 

consistineof 
recordspertainingtomaintenanceand 
reliabilityofparachutesandparachute 
relatedequipment 

reportformaintainingrecordofdaily 
parach uteoperations 

C 

whichare then 
destroyafter3years, 
whennolongemeeded, 
when superseded, 
whicheverissooner. 
AUTH:NCI-461-82-4 
destroyafter 1 year. 
AUTH:NC l-461-82-4 
destroyongraduation 
oreliminationofthe 
studentfromtraining. 

s \ formsgatheringparachutejumpdata 
fromparachutistsforcertification 

6 Parachute Log ' formsforparachuterepacking 
AUTH:NCl-461-82-4 

with parachute destroyafterlifeof 

7 AirmanshipCourses 
\ �udentpmg,es.s,and,elated 

d mentsforrecordingtrainingin 
airm shipcourses 

parachute.AUTH: 
NCI -461-82-4 

atAirmanship destroyafter 1 yearor 
Division whennolongemeeded, 

whicheverissooner. 8 (RESERVED) \ 
AUTH:NCl-46o1-82-4 
(RESERVED) 

9 \forms�orlie,inainnanship destroyafter25years 
(SeeNote ).AUTH: 
NCl -461 -82-4 
destroyafter 1 year. 
AUTH:NCl-461-82-4 

at50thAirmanship destroy30daysafter 
TrainingSquadron endofsemester. 
(50oATS) AUTH:NCI-461-82-4 

atAeroClub destroyafter3months, 
orwhennolonger 
needed, whicheveris 
sooner.AUTH:NCl -
461-82-4 

10 AircraftFlight 
StatusandTime 

11 Airman ship 
Activities12 FlightRecords 

13 AviationCourses 

14 FlightRequestsand 
Authorizations 

courses,oUS AForm0-588 

fo���ummari'8thepreviousdays 
acttvtttesfonnsceconlingca,�ightmissions 
andgradedreviewsi viation 
courses 
fonnsgradingcodot'•fls ,sion,,::�r:performance,andrecord sultsof 
training fl ightmissions fonnsrequestingandloggin ts 
(cadet) \sfonnsand,elateddocwncnts \IS Life Support atLifeSupport destroyupon 

Training recordinglifesupporttraining,bot 
initialandrecurring,servicingA/C 
oxygen,altitudechamber,30 -day 
wave,etc. 

Division graduation/disenrollme 
nt, whicheverissooner. 
AUTH:NCl-461-82-4 

NOTE: Retai nat U SAF Aforentireretentionperiod. 
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--

C 

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

A B C 

If the records which 

RULE are or oertain to consistino of are 

a Electronic systems electronic records 
that replace 
temporary hard 
copy records 

b electronic records 
that supplement 
temporary hard copy -. .-- - - records where the 
hard copy records 

... ., -· are retained to meet 
recordkeeping 
requirements 

clectroruc copies mac are 
created using 
electronic mail and 
word processing or 

- form filler software 
-

D 

then 

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

aesrroy aner recoru.11..eepmg 
copy has been created and 
filed or when no longer needed 
for revision, dissemination, or 
reference, whichever is later 

73 
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I 

TABLE36-46 I 
USAFAAPPLICANT/CANDIDATERECORDS R 

u 
L 
E 
1 

1.01 

1.02 

2 

2.01 

A 

Iftherecordsare 
orpertaintoCandidate older 

-

. -· 

-

B 

consistin2ofcorrespondenceandformspertaining toeachindividualseekingappointmenttotheUSAFA,suchas: ChangeofAddress,For ActionMemo, Additiona!SourceLetter ,Nomination AcknowledgmentLetter,MissingData andDocu!Ilents, USAF A Candidate itnessTestScore, W mination/ ApplicationforUSAF A, drawalCard,Applicant Que ionnaire,highschool/college/ preptr script,acceptance/declination formspersonal tarecord,candidate activityrec d, USAF Acandidate evaluation,a issionpanelreview sheet,candidat writingsample 
drugandakohofabuo fie,te 

\o

U SAF A=didateevaluatioschool/college/preptranscri ,ACT/SATscores,retiremento ers, �:deathcertificates,letterof recommendation,nomineecard, . 
oorrespondmeandfonnspertainotoeach indi vidualseeking ;appointmenttoUSAF Anotincluded inRule2admi istrati verecordssuchas 3 AdmissionsAdministration CandidateforUSAF 

n \ApplicantCards,ApplicantQuestionnairesonpersonsnotyetcandidates,etc.nomineecardsandnominationforms 4 AcademyReportofCandidate forcontactin 1mrospectivecandidates formsprovidedmembersofCongress s Status(Congressional) onfinalstatusoftheirnominations 

C 

whichareappointed 

notappointed 

D 

thenforwardtoCadetExamsandRecordsfor inclusioninMaster CadetPersonnelRecord.AUTH:NC 1 -461 -82- 12  
forwardtotheDirectorateofInstitutional Research fordispositionIA W table38-6.AUTH: NCl -461-82-12 forwardtoDirectorateofCadetPersonnelfor retentioninCPR-1 .  AUTH:NCl -46 1-82- 12  destroyafter 1year(Note 1 ).AUTH:N 1 -AFU-88- 1 0  destroyaftereachadmissioncycle. AUTH:Nl-AFU-88- 1 0  destroyafteradmissionscycle. AUTH:NCl-461-82-12 destroyafter 1year.AUTH:NCl-461-82- 12  destroywhennolongerneeded(Note2). AUTH:NCl-461-82- 12  

NOTE(S): I .lfuotappoin ted,return birthcertificates,adoptionpapers,orotherlegaldocumentstoindi vi dual after 1 year.2.F orwardtoDirectorateoflnsti tutional Researchafter4 years.(SeeT3 8-6,R 1 ). 
7t 
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These thr7e rules (involving temporary electronic records) apply to all rules in the preceding table) ,f/<. { e�.f -f/,c;tf 1
I

r i'.t\  (iP J  <:- J  6 riv n ,jf t?IP,1l "\ -ro fl "  If c;· /, /: O f  J 2 :d (!.IA 1-f1 (2_ Ml l?t-T 
A B . .  C D , 17 -fo
If the records which 

atP 

RULE are or  nertain to consisting- of are then P e,,, I-r I, o /. 
a Electronic systems electronic records destroy on expiration 

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

hard coov records 
b 

.. 

-
. .  

. . 
--
- · 

·•· 

C t:.lectromc copies 

-

electronic records 
that supplement 
temporary hard copy 
records where the 
hard copy records 
are retained to meet 
recordkeeping 
requirements 
mat are 
created using 
electronic mail and 
word processing or 
form filler software 

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 

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

7 5  
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TABLE36-47 I 
APPLICATIONSFOREDUCATIONALPROGRAMS IA 

R 
u 
L Iftherecordsare 
E oroertainto , 
1 applicationsfor 

officertraining"\ 
school(OTS), 
airmen education 
andcommissioning 
program(Al;CP). -flyingtraining 
. . . . 

2 

3 

4 

-
s reportofphysical 

aptitudeexam(P AE) 
testing 

6 applicationsfor 
intelligence 
education programs 

B 

consistin2of 
recordsreflectingeligibility, 
suitability,physicalandmental 
qualifications,statusofapplication, 
election,nonselection,interview 

ardresults,acceptance,declination 
or squalification,andrelatedrecords 
refle tingactionstakenbyexamining 
andse cti(!gactivity 

examination�ersheets 

ro"tin«:ontroleos ITFonnO-
2�,recordsreflectin;�eclinationor 
eliminationfromscho orOTS 
formsusedbyexamini�enterto 
transmitres"lt,ofth,P 
USAF Aapplicants \ 

' .mordsrefl,cting,tigibility, :i 
suitability,statusofapplication, 
selection,non-selection,boardres lts, 
careerbriefs,actionstakenby \ 
selectingactivity,andrelatedrecords 

\ 

C 

whichare 
forqualified 
applicantswhoenter 
training 

forapplicantswho 
failedtocomplete 
processing 

atexaminingcenters 

atHQUSAF/INFP, 
MAJCOMfunctional 
managers,and 
supervisors 

- ---- ·----·-- -- ·  

D 

then 
destroyafterl year. 
AUTH:Nl-AFU-90-3 

destroyafter6months. 
AUTH:Nl-AFU-90-3 

destroyafter 1 year. 
AUTH:Nl-AFU-90-3 
destroyafter3years. 
AUTH:Nl-AFU-90-3 

. .destroyafter 
admissionscycle(l 
July).AUTH:Nl-
AFU-90-3 
destroy2 yearsafter 
selectionboardaction, 
orwhennolonger 
needed, whicheveris 
later.AUTH:Nl-
AFU-89-24 

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

A B 

RULE If the records are consisting of 
or pertain to 

a Electronic electronic records that 
systems replace temporary hard 

copy records 

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

·C Electronic copies thatare created using 
electronic mail and word 
processing or form filler 
software 

C 

which are 
D 

then 

destroy on expiration of the 
retention period previously 
approved for the 
corresponding hard copy 
records 
destroy when the agency 
determines that the 
electronic records are 
superseded, obsolete, or no 
longer needed for 
administrative, legal, audit, 
or other operational 
purposes 
destroy after recordkeeping 
copy has been created and 
filed or when no longer 
needed for revision, 
dissemination, or reference, 
whichever is later. 



�

• • 

TABLE36-48 I 
COMMUNITYCOLLEGEOFTHEAIRFORCERECORDS I 

A B 
R 
u '\ 
L Iftherecordsare 
E oroertainto �istine:of 
1 description of oor sofinstruction,ond 

courses simila cordsofcoursesconducted 
byAFando ermilitaryservice 
schools 

2 studentenrollment copiosofox,min•r d 

inCCAFassociate trainingcertificates 
degreeprograms �r

\ 

C D 

whichare then 
destroy4 yearsafter 
coursehasbeen 
inactivatedor 
superseded.AlITH: 
Nl-AFU-90-3 
destroyafterdatahas 
beenenteredondegree 
program progress 
report.AlITH:Nl-
AFU-90-3 

77 
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TABLE36-48 I 

Continued. I A 
R 
u 
L Iftherecordsare 
E ornedainto 
3 

-
-

-
3.01 . •· 

•-

3.02 

4 accreditationofAF schoo1sorcourses 
5 (RESERVED)
6 articulationagreements 
7 degreeprogram 

• 
C 

whichareforstudentswhohaveretiredorseparatedfromacti vedutyand whohavenotjoined theANGor Active 
Reserveforstudentswhoha ve notcommunicatedwithCCAFfor3years forstudentswhohavecompletedprogramrequirementsatCCAFadministrativecenter 

452 

D 

thendestroy4monthsafter studentretiresorseparates.AlITH:Nl-AFU-90-3 destroy3 yearsafter latestcommunication fromthestudent. AlITH:Nl-AFU-90-3 destroy l calendaryearaftergraduation(See Note ls).AlITH:Nl-AFU-90-3 destroyafter50years (note2).AlITH:Nl� AFU-90-3 (RESERVED)destroyafterIyear,orwhensuperseded,whicheverislater.AlITH:Nl-AFU-90-3 destroyafter50years. AlITH:Nl -AFU-90-3 
'\.These three rules (involving temporary electronic records) apply to all rules in the preceding table: 

A 
If the records 

RULE a re or nertain to a Electronic systems -

b 

-
.. --

. ... ... 

• 
B 

consistin2ofregistrationapplicationforms,official transcripts,andcorrespondence 

self-stude ssubm;tt.,Jtoaccreditingass ·ations,correspondenceto ndfrom accreditingassociat nofficials,and relatedrecords 
\ 

fonnalag,e,nHmtso.-othmemorandaofunderstandin with civilianinstitutionsforrecogm ·onofCCAFstudentsandgraduates completeddegreeprogramprogrereportandrelevantaoorovingrecord 1 

B C 

which 
consisting: of are electronic records that replace temporary hard copy records 
electronic records that supplement temporary hard copy records where the hard copy records are retained to meet recordkeepingrequirements 

C 1:.lectroruc copies that are created using electronic mail and word processing or 
- form filler software 

-· 

D 

thendestroy on expiration of the retention period previously approved for the corresponding hard copy records destroy when the agency determines that the elec-tronic records are super-seded, obsolete, or no long-er needed for administrative, legal, audit, or other opera-tional purposes 
oesrroy aner recorOKeepmg copy has been created and filed or when no longer needed for revision, dissemination, or reference, whichever is later 

78 
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TABLE36-49 I 
USAFAPREPARATORYSCHOOLRECORDS I 

A B C D 
R 

,..,;� 

u 
L Iftherecordsare 
E orpertainto whichare then 
1 StudentRecordCard dat,one,ohstude� atPreparatorySchool destroyafter30years 

(SeeNote).AlITH: 
NC l -461 -82-1 3  

\ 
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TABLE36-49 

Continued. 
A 

R 
u 
L lftherecordsare 
E 
2 

3 PreparatorySchoolFolder 
Regular Airmen 4 Records 

5 

B 

consistin offormsandotherrecordsfor administrationofthePrepSchoolsuch asStudentEnrollmentQuestionnaire,MilitaryTrainingEvaluation Worksheet,lnstructor'sComments, nstructorsGradeSheet,Physical Me essPrQgram,ReportofDffense, ·calStatusReport,Signln/Out Regis rs,FlightE valuation, Individ lRecordofDffenses corr andformsdoc ent'sacademichist ctivitieswhileatthePTrainingrecords Forms623,991 ), WeightMana ementRecords (AFForm379),Safe ecords(AFForm1 285),Small training(AF Form1360),MotorVehi eOperator QualificationsandRecord Licensing,Examinationan Performanceandotherrelatepertainingtoregularairmenatt theprepschool 

NOTE:RetainatUSAF Academyforentireretentionperiod. 

C 

whichare 

atPreparatorySchoolondisenrolledstuden ts 

atPreparatorySchoolongraduates 

D 

thendestroyattheendof academicyear,orwhen nolongerneeded,whicheverissooner.AUTH:NCl-461-82-13 

Re..t-a·:.,, Q UfA F­
/t-Cl'J.e.,.,.-, a.,.J.J,ert� 
�fi-e,r 3o "ltl-Or.1. 
11-11-rtt � A-ftJ. - 2,return therecordsto theindividualforhandcarrytonext permanentdutystation. AUTH:Nl-461-82-13 

forwardrecordsto CadetPersonneloffice forappropriatedisposition.AUTH:Nl-461-82-13  

80 
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These three rules (inv9lving tepiporary electronic records) apply to all rules in the preceding table: . . 

A B C D 
RULE If the records are 

or pertain to 
consisting of which are then 

a 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 

b 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 
electronic records are 
superseded, obsolete, or no 
longer needed for 
administrative, legal, audit, 
or other operational 
purposes 

C Electronic copies that are 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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TABLE36-50 I 
EDUCATIONSERVICESPROGRAM I 

A B C D 
R 
u 
L lftherecordsare 
E oroertainto consistin2of whichare then 
1 indivi al's forms,supportingrecordsforentries sendtoMPFrecordseducation leveland ofcompletedcoursesofstudy, custodian for progress transcriptsorphotostaticcopiesof dispositionper AFB 6-highschoolandcollegecredits,and 2608(seetable36- l 2,- unofficialcopiesofDANTESand rulesl and l .l ). othertestreportswhichareachron icle AUTH:Nl-AFU-90-3 - ofeducatipnallevelandorogress 
2 requestsfortuition '. - atbaseeducation destroyafterinvoicesassistance formsandotherrecords officeswith havebeenpaidandappropriateschool finalgradesbeen contractinvoices recordedinlndividual RecordEducation ServicesProgramform.AUTH:Nl-AFUF-93-2 
3 recordssupportingconsolidatinggradesheets 
4 casesofnoncomplianceorfailure 
5 DANTES destroyafter2years.applkationsfurtests,te vity AUTH:Nl-AFU-90-3 forms;whichareinformatio alcopies offormssupportiveofDANT activities � 6 Education Services 

andinventoryreports,an ·milar 
atHQ destroyafter5yearsorProgramReport formsandsupportingrecords USAF/MAJCOMsor whennolongerneeded,baseeducationoffices whicheverislater.AUTH:Nl-AFU-90-3 

7 memorandumof \ atMAJCOMsorbase destroy2yearsafterunderstanding agreementsandchangesthereto \ terminationorcationoftke , cancellation of institutional program. 
K AUTH:Nl-AFU-90-3 

8 educationrecords applicationsandrelatedrecords destroywhennolongernotcoveredabove prescribedbyAFI36-2306suchas needed.AUTH:Nl-Bootstrapapplications;notrequiredto AFU-90-3befiledinthepersonnelrecordgroups \oerAFI36-2608 \ 
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C 

These three ru es Cmvo vmg6empor;uy e ec;rc recor d )s ap
i 

to a 11 ru es m . the prece mg ta ble; . .  

� 4 /P c,  c J tC dn ,.,., 'Y?£-l'1 D a i,, /f' I, 
A B V r D 

If the records which 

RULE are or nertain to consistin° of are then 

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

hard copy records 
b electronic records destroy when the agency 

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

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

t1ectromc copies mat are oesrroy auer recor01eeepmg 
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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TABLE36-51 I 

DEPENDENTS'SCHOOLRECORDS I 
A B C D 

R 
u 
L Iftherecordsare 
E 
1 

orpertainto historical program admin· tration consistin2ofoperatingpolicies,curricula,teachingmethods,andsimilarrecordsrecordspertainingtointemal whichare notcoveredinother thendisposition pending. AUTH: Unscheduled destroyafter3 years. 2 

3 

-
- --

•· 

classregisterbooksanddailyattendanceregistersabsence,tardiness, 

administration;schoolevents;athletics;honorstudents;parent-teacherandotherorganizations; teachersn.otices;studenttransportation;civilianemployeespay, leave,attendance,travel,andotherpersonnelmatters( exceptemployee recordcards );termreports;cost iunting;losttextbooks;requeststo ortingcommanderformaterials,irsandsuooliesind�h,meconlsofdaily,week! emester,andyearlyscholasticmarksan averages;attendance;and datesofwit awalsecords absentees; tardysdailyr lips; 

tables,e.g.,supply 

hallpasses 

AUTH:Nl-AFU-90-3 

destroyatendofeach4 

5 

6 
7 

8 9 

and passes 

attendanceandstrength reports secondaryschool classreports 

transferslipsn ifyingteachersofuew assignments;no esofchange; applicationsforpe issiontobeabsent;passslips;an comparable records 

periodicstatistical,monthlyenrollment,andotherreportswhich \areteachersreoortstoorincipals reportscompiledfromclassregisterbooksandaresourcerecordsfrom whichindividualstudentpermanent recordsispreparedand/orextractedon request 

abs en teereports 
classreen trypermits 
notcoveredinrules4,5,and6 
'\ 

day.AUTH:Nl-AFU-90-3 
destroyafter60daysorwhennolongemeeded,whicheverissooner. 
AUTH:Nl-AFU-90-3 destroyatendofschool yearorwhennolongerneeded, whicheveris sooner.AUTH:Nl-AFU-90-3 destroyafter1year.AUTH:Nl-AFU-90-3 
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.TABLE36-51 I 
Continued. I 

R 
u 
L 
E10 
11 

A 

lftherecordsare 
orpertaintoenrollmentdata 

.\individuals dent p�rmanentre r.crandtranscript( grades9through 
1 2) 

individualstudent 

B 

consistin2ofapplicationforenrollmentoftuitionstudent;coursepreferencesignedby parent;admissioncard;transfercard; dropcard;andsimilarrecords acumulati verecordsofstandardized achieveim:nt,mentalabilitytests, yearlygradeaverage,attendance,andsimilarinformationmaintainedforthe individualstudent 

healthdata;,hsenrereports,ncorrespondencewithparentsreg rding �absence;recordsofachievements daptitudetests;notesonactivities,hobbies,andspecialinterests, miscellaneousinformationusedby \ studentcounselors \scholasticgrades,personalitytraits, andcertificatesofpromotionorfailure 

C 

whichare 

completedongraduation or withdrawalofstudent; andcopiesoftranscriptsfumishedsecondaryschools, colleges,andprospectiveemployers uponspecialrequest 
transferredatthe requestofthestudent's newprincipal 

D 

thendestroy l year after graduation,withdrawal,transfer,ordeathof student.AUTH:Nl-AFU-90-3 holdattheschoolfor5yearsaftergraduation,withdrawal,transfer,ordeathofstudent,then retireto WNRCfor disposalafter70additional years.EXCEPTION:On inactivationofschool,transfertoDistrictOfficewheretheywill behelduntilendof5-yearretentionperiodandthenretiredforremaining70years).AU TH:Nl-AFU-90-3 destroyl yearaftergraduation,departurefromcommand,withdrawalfromschool,ordeath, whicheverissooner.AU TH:Nl-AFU-90-3 
givetoparentsatendofschoolyear,on transferofstudent,or ondeparturefromcommand.AUTH:Nl-AFU-90-3 

11.01 

12 

13 

record(gradeskindergarten through 
8) 

studentpersonnelrecord 
reportstoparents 
(RESERVED) 14 SectionSixschools registers,elementaryschool (RESERVED) 

15 cumulativerecordcards,andotherrecords '. 

schoolretains;ondiscontinuanceofschool,transferto departmentofeducationofstatein 
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TABLE36-S1 
Continued. 

Iftherecordsare 
then 
whichschoolislocated. 

whichare consistin of 

holdwithspecific recordsindicating( 1 )thepartieswho accountingof 
studentrecordsto averequestedorobtainedthe disclosuresof 
whichtheypertainfor formationand(2)thelegitimate personally 1 

int eststhesepartieshadin identifiable _ -
records,orfor5years, requ tingorobtainingthe information(Gener!ll 
whicheverislonger, tiqA( doesnotapplyto info EqucationProvisjons 
anddisposeofin disclosu toaparentofastudentor 
accordancewith aneligible udent,disclosures 

writtenconsentofa pursuanttot 
parentofastu ntoraneligible 
studentwhenth onsentisspeci ficas 
totheparticipants whomthe 

ade,disclosures disclosuresareto 
toschoolofficials,or isclosuresof 

nformatio · directo 

er needed for administrative, 
legal, audit, oi- other opera-

mat are aesrroy alter recoraJ<eepmg 

filed or when no longer needed 
for revision, dissemination, or 
reference, whichever is later 

• • 
C DB 

.. 
457 

A 
R 
u 
L 
E 

AlITH:Nl-AFU-90-3 

16 

thelifeofthose 

Act) 

applicablerules.
AlITH:Nl-AFU-90-3 

j ��rf 
t_e10 n t'T 

. lThese thre� rules (involving temporary electronic recqrds) apply to all rules in the preceding taplei f'XC: f J-./,, 4 c /4� tf1' C .l[),,o. ✓. i- -to l'2<.. I-{  /e I.' f<.. li/f5 q J6t P �  Cr...._ (II ,...,, &'� <,
' B  

4(FP!i 
--/-o Pu lrJ· /I Qnl A c - I D  

If the records which 
RULE are or nertain to 
a Electronic systems 

. 
b 

-. .  

consistina of are 
electronic records 
that replace 
temporary hard 
copy records 

electronic records 
that supplement 
temporary hard copy 
records where the 

II, Of .then 
destroy on expiration 
of the retention period 
previously approved 
for the corresponding 
hard coov records 
destroy when the agency 
determines that the elec-
tronic records are super-
seded, obsolete, or no long-

hard copy records .. .. -.-. are retained to meet ••· 

record.keeping 
requirements 

tional purposes 

C .t:.1ecrromc copies 
copy has been created and created using 

electronic mail and 
word processing or 

- form filler software 
-· 




